
East Lansing Board of Education
   509 Burcham Drive, East Lansing, MI 48823

______________________________________________

Items of Information
November 28, 2022 - 7:00 PM

Board Room
509 Burcham Drive

East Lansing, Michigan 48823

Agenda

I. Future Action 
• Updated Policies redlined

II. Committees 
• Policy Committee 

o Minutes - October 19, 2022
o Agenda - November 16, 2022
o Minutes - November 16, 2022

• Finance Committee 
o Minutes - September 29, 2022
o Agenda - November 17, 2022

• Sex Ed Advisory Board 
o Minutes - October 20, 2022
o Agenda - November 17, 2022

Respectfully Submitted,

Dori Leyko
Superintendent
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Series 2000 Bylaws

1. 2400 Board Membership and Duties

1. 2401 Board Member Elections

Board members are elected by the District’s electors at the District’s regular election, 
which is held on the first Tuesday after the first Monday in November of even-numbered 
years.

At least 1 Board member must be elected at each regular election.

The Michigan Election Law governs the District’s election procedures.

The District’s elections are conducted by the District’s election coordinator, as that term 
is defined by the Michigan Election Law.

Legal authority: MCL 168.301, 168.641, 168.642c; MCL 380.1206

Date adopted: December 13, 2021

Date revised:
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Series 2000 Bylaws

1. 2400 Board Membership and Duties

1. 2405 Board Officers

Board officers will consist of a President, Vice President, Treasurer, and Secretary. Board 
officers must be Board members.

A. Election of Board Officers

1. The Board must elect a President and Vice President. The Board may also 
elect a Treasurer and Secretary.

2. Board officer elections will take place at the Board’s annual organizational 
meeting.

3. A candidate for a Board officer position must receive a majority vote of the 
Board members then serving on the Board. 

a. If no person receives a majority vote in an initial vote, the candidates for a 
second vote will consist of:

i. the 2 persons who received the most votes; or

ii. if more than 2 persons are tied for the most votes received, all persons 
tied for most votes received; or

iii. if 1 person received the most votes and there is a tie for second place, 
the person who received the most votes and the persons tied for the 
second place.

b. The process for narrowing candidates will be repeated in subsequent voting 
rounds.

4. Elected Board officers will serve in that capacity until the next annual 
organizational meeting, unless a Board member resigns from the officer 
position or a Board majority votes to remove that Board member from the officer 
position.

B. If the Board does not elect a Secretary, the President must appoint a Board 
member to the vacant office. If the Board does not elect a Treasurer, the President 
must appoint a Board member to the vacant office.

C. Removal of Board Officers

The Board, by a majority vote of the members then serving, may remove a Board 
officer from the officer position, with or without cause.

D. Board Officer Vacancies
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1. If the office of President becomes vacant, the Vice President will succeed to 
the office of President for the balance of that office’s term.

2. If the office of Vice President, Secretary, or Treasurer becomes vacant, the 
Board must promptly elect a Board member to fill that vacancy. 

3. If the office of Secretary or Treasurer becomes vacant, the Board may elect a 
Board member to fill that vacancy or the President may appoint a Board 
member to fill that vacancy. The person elected or appointed to a vacant Board 
office will serve in that office for the balance of that office’s term.

E. Assistants to the Secretary and Treasurer 

1. The Board may appoint an assistant to the Secretary and an assistant to the 
Treasurer who are not required to be Board members. 

2. The Board may remove an assistant to the Secretary or an assistant to the 
Treasurer by majority vote. After a removal, the Board may appoint a person to 
fill the vacant position. 

Legal authority: MCL 380.11a

Date adopted: December 13, 2021

Date revised:
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Series 2000 Bylaws

1. 2400 Board Membership and Duties

1. 2406 Board Officers’ Duties

To ensure proper District oversight, a Board officer must fulfill the requirements of the 
respective office. The following Board officer duties may be modified or removed, in whole 
or in part, by Board action.

A. President

1. Preside over all Board meetings and act as a decision-maker on procedural 
issues.

2. Coordinate with the Superintendent or designee to prepare Board meeting 
agendas.

3. Serve as the Board’s spokesperson, unless another person is designated by 
the Board.

4. Sign contracts, correspondence, and other documents on behalf of the District 
as authorized by the Board or required by law.

5. If both the President and Vice President are absent from a Board meeting, the 
Board may appoint a Board member to serve as acting President.

6. Accept complaints and coordinate investigations into allegations of misconduct 
against other Board members or the Superintendent, including placing the 
Superintendent on non-disciplinary, paid administrative leave during the 
pendency of an investigation. 

7. Contact legal counsel on the Board’s behalf or authorize individual Board 
members to contact legal counsel.

8. Perform other duties as prescribed by law, Policy, or Board action.

B. Vice President

1. In the President’s absence or where the President is precluded from performing 
the President’s duties, preside over Board meetings and perform the 
President’s other duties.

2. Perform other duties as prescribed by law, Policy, or Board action.

C. Secretary
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1. Ensure that an accurate record of Board meetings is maintained and published 
in compliance with law.

2. Sign Board meeting minutes, orders, resolutions, and records memorializing 
Board proceedings.

3. Draw and sign orders upon the Treasurer for money to be disbursed by the 
Board.

4. Perform other duties as prescribed by law, Policy, or Board action.

In the Secretary’s absence, the Vice President will may serve as acting Secretary 
or, in the alternative, the Board may appoint a Board member to serve as acting 
Secretary.

The Secretary may delegate duties to an assistant to the Secretary to the extent 
allowed by law.

D. Treasurer

1. Serve as the custodian and maintain accounting for District monies, credits, 
and property. 

2. Sign checks and other Board-authorized documents.

3. Perform other duties as prescribed by law, Policy, or Board action.

In the Treasurer’s absence, the Vice President will may serve as acting Treasurer or, 
in the alternative, the Board may appoint a Board member to serve as acting 
Treasurer.

The Treasurer may delegate duties to the person acting as the District’s business 
official or to an assistant to Treasurer, to the extent allowed by law.

E. Succession

1. Board office holders will promptly transfer authority to their respective 
successor in office, including access to District accounts, investments, files, 
and public records.

2. Board office holders will promptly deliver District property, including logs, 
ledgers, money, reports, files, books, equipment, and public records, to the 
Board officer’s respective successor in office.

3. The transfer of District property will promptly occur at a location and time 
agreed upon by the Board officer and the Board officer’s successor in office or 
at a location and time otherwise determined by the Board.
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Legal authority: MCL 380.901, 380.947, 380.1213, 380.1221, 380.1223, 380.1231, 
380.1362, 380.1371, 380.1372, 380.1535a, 380.1539b, 380.1577, 
380.1613; MCL 600.6094

Date adopted: December 13, 2021

Date revised:
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Series 2000 Bylaws

1. 2500 Board Meetings and Open Meetings Act Compliance

1. 2501 Meetings

Board meetings must be conducted in accordance with the Open Meetings Act.

A. Notice

1. The Board must publicly post its regular meeting schedule within 10 calendar 
days after the Board’s first meeting in each calendar or fiscal year. The notice 
must include the dates, times, and places of the regular meetings. If the regular 
meeting schedule is changed, the Board must publicly post the revised regular 
meeting schedule within 3 calendar days after the Board meeting at which the 
change was made.

2. Special meeting notices and rescheduled regular meeting notices must be 
posted at least 18 hours in advance of a special meeting or rescheduled regular 
meeting.

3. Regular, rescheduled regular and special meeting notices must be posted at 
the Board’s principal offices. The notice, or a prominent and conspicuous link 
to the notice, also must be posted on the District’s website’s homepage as 
required by the Open Meetings Act, if the District’s website is updated at least 
monthly with meeting agendas or minutes. 

4. Meeting notices must contain:

a. the name, address, and telephone number of the Board;

b. the time, date, and place of the meeting; 

c. a statement where official minutes are stored and available for inspection; 
and

d. a disability accessibility notice.

5. Emergency meetings may be held without complying with the above-described 
notice requirements if there is a severe and imminent threat to the health and 
safety of the public. The Board will provide notice of an emergency meeting in 
compliance with the Open Meetings Act.

6. Public hearing notices must contain a description of the purpose(s) for which 
the public hearing will be conducted to the extent required by law.

7. The notice for an electronic Board meeting must comply with Policy 2501A.

B. Quorum
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1. A quorum of the Board means a majority of the Board members elected or 
appointed to and serving on the Board, unless other quorum and voting rules 
are otherwise provided by law.

2. All deliberations of a quorum of the Board must take place at a meeting that is 
open to the public, unless closed session deliberations are permitted by law.

3. All decisions made by the Board constituting a quorum of its members must 
take place at a meeting that is open to the public, except as otherwise provided 
by the Open Meetings Act.

C. Meeting Types

1. The Board will hold its regular meetings at the dates, times, and locations 
specified in the District’s annual notice published pursuant to the Open 
Meetings Act. If the notice is amended, then meetings will be held according to 
the amended notice. 

2. Special, rescheduled regular, or emergency meetings may be called by the 
President, the Superintendent, or two Board members. Notice of such meetings 
will be provided in accordance with the Open Meetings Act.

3. The Board may hold, in compliance with the Open Meetings Act, work sessions 
and retreats to provide Board members and administrators with the opportunity 
to plan, research, and engage in discussion. 

D. Closed Session

1. The Board may meet and deliberate in closed session only for 1 or more 
purposes authorized in the Open Meetings Act.

2. Depending on the closed session purpose(s), the Open Meetings Act may 
require a 2/3 roll call vote for the Board to meet in closed session. A vote to 
enter closed session must be made in open session. 

3. Closed session meeting minutes must be kept confidential. Board members 
must keep matters discussed and documents received confidential unless 
otherwise authorized by the Board or law. See Section GH below.

4. All discussions in closed session are limited to the purpose(s) identified in the 
motion calling the closed session.

5. The Board determines the non-member attendees for a closed session, unless 
attendance is required by Policy or law. 

6. No decisions will be made during a closed session. 
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E. Meeting Cancellation

The Board is legally required to hold at least 1 public meeting each month. The 
President or designee may cancel a Board meeting if the President or designee 
determines that a quorum of the Board will not be present for the meeting, there is 
no business for the Board to conduct at the meeting, or it would be unreasonable 
or dangerous for Board members or the public to attend the meeting (e.g., 
inclement weather). The President or designee will ensure that a District staff 
member posts notice of the cancellation on the District’s website on the same day 
as the cancellation. If necessary, a cancelled meeting will be rescheduled.

F. Electronic Board Meetings and Remote Participation 

Electronic Board meetings may be held, and a Board member may participate in 
a Board meeting remotely, as authorized by Policy 2501A.

G. Minutes

The Board will keep minutes of each Board meeting in accordance with the 
following:

1. The Secretary will record and maintain meeting minutes.

2. The Secretary, or an acting Secretary in the absence of the Secretary, will sign 
meeting minutes.

3. Meeting minutes will comply with the Open Meetings Act.

a. Open session meeting minutes.

i. Minutes for a meeting open to the public will include at least the following 
information:

A) the meeting date, time, and location;

B) the Board members present for or otherwise participating in the 
meeting;

C) the Board members absent from the meeting;

D) board decisions;

E) the purpose(s) for which any closed session meeting was held and 
the specific provision(s) of the Open Meetings Act that permitted the 
closed session; 

F) any roll call votes conducted by the Board; and

G) corrections, if any.
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ii. The Board must make proposed open session meeting minutes 
available for public inspection within 8 business days after the applicable 
Board meeting. 

iii. The Board must make approved open session meeting minutes 
available for public inspection within 5 business days after the meeting 
at which the Board approved the minutes.

b. Closed session meeting minutes.

i. Closed session meeting minutes must be prepared and maintained 
separately from open session meeting minutes.

ii. Closed session meeting minutes will not be made available to, or be 
disclosed to, the public, except as required by court order.

iii. Closed session meeting minutes may be destroyed by the District 1 year 
and 1 calendar day after the approval of the minutes of the regular 
meeting at which the closed session minutes were approved, or any time 
thereafter.

iv. Closed session meeting minutes must include at least the following 
information:

A) the meeting date, time, and, location;

B) the Board members present for or otherwise participating in the 
meeting;

C) the Board members absent from the meeting; and

D) the purpose(s) for which the closed session meeting was held and 
the specific Open Meetings Act provision(s) that permitted the closed 
session.

c. Open session Board meeting minutes may be published on the District’s 
website. 

H. Accomodating Board Members and Other Individuals with Disabilities

Any Board member or other individual with a disability who requires reasonable 
accommodations to participate in, or attend, a Board meeting must contact the 
Superintendent’s office in advance of the meeting to request an accommodation.

H.I. Parliamentary Procedure

11



1. 2501 Meetings

Page 5

© 20221 

Board meetings will be conducted consistent with the parliamentary authority 
provided in Robert's Rules of Order provided the procedure is consistent with 
Board Policy these Policies and the law.

Legal authority: MCL 15.263, 15.263a, 15.267, 15.269; MCL 380.1201

Date adopted: December 13, 2021

Date revised:
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Series 2000 Bylaws

1. 2500 Board Meetings and Open Meetings Act Compliance

2501A Electronic Board of Education Meetings

The Board may hold electronic meetings, and Board members and the public may 
participate remotely, only as permitted by this Policy, the Open Meetings Act, and other 
applicable law.

A. Definitions 

The definitions in this section apply only to this Policy. All other words found in this 
Policy, unless specifically defined, are given their plain meaning.

1. “Medical Condition” means an illness, injury, disability, or other health-related 
condition.

2. “State of Emergency or Disaster” means a state of emergency or disaster that 
is declared pursuant to law, charter, or local ordinance by the Governor, a local 
official, governing body, or chief administrative officer (but not the Board).

3.1. “Two-Way Communication” means telephone, video, or other means of 
conferencing that allows Board members to hear and be heard by both the 
public and other Board members, and allows the public to hear and be heard 
by other members of the public and the Board members during public 
comment. Real-time typed public comments that may be read to or shared with 
Board members and the public is a sufficient form of two-way communication 
for purposes of public participation during an electronic Board meeting.

B. Permissible Reasons for Wholly Electronic Board Meetings

1. Any Reason

Before March 31, 2021, the Board may, for any reason, hold a meeting wholly 
electronically, with every Board member and the public participating remotely.

2. Statewide State of Emergency or Disaster

On or before December 31, 2021, the Board may hold a meeting wholly 
electronically, with every Board member and the public participating remotely, 
if there is a statewide State of Emergency or Disaster and convening a meeting 
in a physical location would risk the personal health or safety of the Board or 
the public.

3. Local State of Emergency or Disaster

On or before December 31, 2021, the Board may hold a meeting wholly 
electronically, with every Board member and the public participating remotely, 
if there is a local State of Emergency or Disaster that affects the area where 
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the Board usually holds its meetings and convening a meeting in that physical 
location would risk the personal health or safety of the Board or the public.

4. All Board Members Participating Remotely

The Board may hold a meeting wholly electronically, with every Board member 
and the public participating remotely, if every Board member simultaneously 
satisfies one or more of the conditions identified in Section C of this Policy.

C. Permissible Reasons for Individual Board Member Remote Participation

A Board member who is not physically present at an in-person Board meeting due 
to military duty, a “disability” within the meaning of the ADA, or other reason 
permitted by Michigan law the following reasons may be counted toward a quorum, 
deliberate, and vote. To qualify, members absent due to military duty must follow 
the  by following the procedures listed in Section D, below. Unless otherwise 
provided, any Board member who is not absent due to a qualifying exception  does 
not satisfy one or more of the following conditions must be physically present at 
the meeting to participate.

1. Any Reason

Before March 31, 2021, a Board member who is physically absent for any 
reason may participate remotely.

2. Military Duty

A Board member who is physically absent due to military duty may participate 
remotely.

3. Medical Condition

On or before December 31, 2021, a Board member who is physically absent 
due to a Medical Condition may participate remotely. The Board will not require 
a Board member to provide a note from a medical provider stating that the 
Board member has a Medical Condition.

4. Statewide State of Emergency or Disaster

On or before December 31, 2021, a Board member who is physically absent 
due to a statewide State of Emergency or Disaster may participate remotely if 
the Board member’s in-person attendance at a physical meeting would risk the 
personal health or safety of the Board or the public.

5. Local State of Emergency or Disaster

On or before December 31, 2021, a Board member who is physically absent 
due to a local State of Emergency or Disaster may participate remotely if that 
local State of Emergency or Disaster affects the area in which the Board 

14



© 20221 

member resides and the Board member’s in-person attendance at a physical 
meeting would risk the personal health or safety of the Board or the public.

D. Procedures to Accommodate Board Member Remote Participation

The Board institutes the following procedures to ensure that a Board member who 
is not physically present at an in-person Board meeting may be counted toward a 
quorum, deliberate, and vote at a Board meeting.

1. The remote Board member must make a public announcement at the beginning 
of the meeting stating that the Board member is attending remotely and (except 
for remote attendance for military duty) identifying the Board member’s physical 
location, which must include the county, city, township, or village and the state 
from which the Board member is attending remotely;

2. The remote Board member’s public announcement must be recorded in the 
minutes;

3.1.The Board and the remote Board member will ensure there is Two-Way 
Communication during the meeting; 

4. The remote Board member A Board member who plans to participate in a 
meeting remotely must provide notice to Board President at least two hours 
before the meeting unless an emergency; and [NOTE – DELETE AFTER 
ADOPTION: Notice of an electronic meeting must be posted at least 18 hours 
in advance. We recommend that the remote Board member give notice 
sufficiently in advance of that time so that the District can disclose that 
member’s absence into the posted notice.]

5.2.The Superintendent or designee will ensure that public notice of the remote 
Board member’s physical absence and information on how to contact the 
remote Board member is provided sufficiently in advance of the Board meeting 
so that a member of the public may provide input on or ask questions about 
any business that will come before the Board at the meeting.

E. Procedures to Ensure Public Participation at Electronic Meetings

If the Board convenes a wholly electronic meeting or any Board member 
participates remotely, the public will also be provided the opportunity to attend the 
public meeting remotely.

The Board will not require the public to register or otherwise provide their names 
or other information as a condition of attending a Board meeting, whether in-person 
or remotely. The Board may require the public to submit information, consistent 
with public participation rules, to participate in the public comment portion of a 
meeting.

F. Electronic Board Meeting Notice Requirements
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The Superintendent or designee will post notice of an electronic Board meeting at 
least 18 hours before the meeting. If the Board will be convening in a physical 
location with one or more Board members attending remotely pursuant to Section 
C, the notice must include both the physical and virtual locations of the meeting.

If the District has an internet presence that includes monthly or more frequent 
updates of public meeting agendas or minutes, the notice must be included on a 
portion of the District’s website that is fully accessible to the public, either on the 
District’s homepage or on a separate webpage dedicated to public notices for non-
regularly scheduled or electronic meetings that is accessible through a prominent 
and conspicuous link on the District’s website’s homepage. The link must clearly 
describe its purpose for public notice of non-regularly scheduled or electronic 
meetings. 

The notice must clearly explain:

1. Why the Board is holding an electronic meeting;

2. How the public may participate remotely. If a telephone number, internet 
address, virtual meeting address, or other information is needed to participate, 
that information must be specifically provided;

3. How the public may contact Board members to provide input on or ask 
questions about business that will come before the Board at the meeting;

4. Which Board members will be participating remotely and information about how 
the public may contact those Board members in advance of the meeting to 
provide input on or ask questions about any business that will come before the 
Board at the meeting; and

5. How persons with disabilities may participate in the meeting.

G. Electronic Board Meeting Agenda Requirements

The Superintendent or designee must post the electronic meeting’s agenda to the 
District’s website, if an agenda exists. The agenda must be posted at least two 
hours before the electronic meeting begins. The Board may amend the agenda at 
the meeting.

Legal authority: MCL 15.263, 15.263a.

Date adopted: December 13, 2021

Date revised:
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Series 2000 Bylaws

1. 2500 Board Meetings and Open Meetings Act Compliance

1. 2501A-F-1 Electronic Board Meeting Checklist

Deciding whether to hold an electronic Board meeting:

☐ For a wholly electronic Board meeting, one or more of the following apply: 

☐ Before March 31, 2021, a state or local order requires that Board meetings be held 
electronically or the Board chooses, for any reason, to hold an electronic meeting.

☐ On or before December 31, 2021, there is a statewide State of Emergency or 
Disaster and convening a meeting in a physical location would risk the personal 
health or safety of the Board or the public.

☐ On or before December 31, 2021, there is a local State of Emergency or Disaster 
that affects an area where the Board typically holds its meetings and convening a 
meeting in that physical location would risk the personal health or safety of the 
Board or the public.

☐ On or before December 31, 2021, every Board member has a medical condition 
as defined by the Open Meetings Act, or is absent due to military duty or a State 
of Emergency or Disaster affecting the area in which each Board member resides.

☐ EEvery Board member is absent due to military duty, An ADA “disability”, or other 
reason permittd by Michigan law. (no date restrictions).

☐ For a hybrid physical/electronic Board meeting, a Board member is participating 
remotely because of one or more of the following:

☐ Before March 31, 2021, a state or local order prevents the Board member from 
attending in person or the Board member chooses to attend remotely.

☐ Until December 31, 2021, there is a statewide State of Emergency or Disaster and 
the Board member’s in-person attendance at a physical meeting would risk the 
personal health or safety of the Board members or the public.

☐ Until December 31, 2021, there is a local State of Emergency or Disaster that 
affects an area in which the Board member resides and the Board member’s in-
person attendance at a physical meeting would risk the personal health or safety 
of the Board members or the public.

☐ Until December 31, 2021, the Board member has a medical condition as defined 
by the Open Meetings Act.

☐ The Board member is absent due to military duty (no date restrictions). 
☐ The Board member must participate remotely as a reasonable accommodation for 

an ADA “disability”.
☐ The Board memberis subject to another reason permitted by Michigan law.

Preparing for an electronic Board meeting:
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☐ Ensure the Board, each Board member participating remotely, and the public have 
access to Ttwo-Wway communication.

☐ Ensure that persons with disabilities will be able to participate in the meeting and 
notice is given about how to request an accommodation. 

☐ At least 18 hours before the electronic Board meeting, post the electronic Board 
meeting notice. The notice must include:

☐ Why the Board is holding an electronic meeting;
☐ How the public may participate remotely;
☐ How the public may contact Board members to provide input or ask questions 

about business that will come before the Board; and 
☐ How persons with disabilities may participate in the meeting.

If the District has an internet presence that includes monthly or more frequent updates 
of public meeting agendas or minutes, the notice must be included on a portion of that 
website that is fully accessible to the public, either on the District’s homepage or on a 
separate webpage dedicated to public notices for non-regularly scheduled or 
electronic public meetings that is accessible through a prominent and conspicuous 
link on the District’s website’s homepage. The link must clearly describe its purpose 
for public notice of non-regularly scheduled or electronic public meetings.

☐ At least 2 hours before the electronic meeting, post the meeting agenda to the 
District’s website, if an agenda exists. 

☐ The Superintendent or designee must provide notice to the public of which Board 
members will be participating remotely and information about how members of the 
public may contact those Board members in advance of the meeting to provide input 
or ask questions on any business that will come before the Board. This information 
may be included in the meeting notice.

☐ Although not required by the Open Meetings Act, OMA, consider completing an 
Affidavit of Website Posting of the Public Notice of Electronic Meeting.

During the electronic Board meeting:

☐ At the beginning of the meeting, a Board member who is participating remotely must 
publicly announce that he or she is participating remotely and (except for remote 
attendance for military duty) must identify his or her physical location, which must 
include the county, city, township, or village and the state from which the Board 
member is attending remotely.

☐ Confirm the Board, each Board member participating remotely, and the public have 
access to Ttwo-Wway communication.

☐ Record the remote Board member’s public announcement in the minutes.
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Series 2000 Bylaws

1. 2500 Board Meetings and Open Meetings Act Compliance

2501A-F-2 Advance Notice of Remote Participation and Remote Attendance for 
Individual Board Member - Script

Advance Notice of Remote Participation

Directions: A Board member must provide notice of his or her absence and necessary 
contact information to the Superintendent or Superintendent’s designee sufficiently in 
advance of the Board meeting, and consistent with the procedures in Policy 2501A, so 
that the District can provide public notice of the Board member’s remote participation and 
information on how a member of the public may provide input to that Board member on 
any business that will come before the Board.

Remote Attendance for Individual Board Member - Script

Directions: For a Board member to participate remotely and be counted toward a 
quorum, deliberate, and vote electronically at a Board meeting, he or she must make the 
following public announcement at the beginning of the meeting. This public 
announcement must be recorded in the minutes. Note: A Board member who is absent 
due to military duty is not required to announce his or her location.

Script:

I, [Board member name], am attending this [Board meeting date] [regular/special] Board 
meeting remotely.

I am physically located in [Board member’s county, city, township, or village] in the State 
of [Insert State]. [NOTE: This sentence does not apply to an absence due to military duty.]

I am able to have two-way communication for this Board meeting.

Please record this public announcement in the meeting minutes.
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Series 2000 Bylaws

1. 2500 Board Meetings and Open Meetings Act Compliance

2501A-F-3 Electronic Board Meeting Notice

Directions [Delete directions and notes in document before posting]: At least 18 hours 
before an electronic Board meeting, the Superintendent or designee must prominently post this notice. If 
the District has an internet presence that includes at least monthly updates of public meeting agendas or 
minutes, this notice must be included on a portion of its website that is fully accessible to the public either 
on the District’s homepage or on a separate webpage dedicated to public notices for non-regularly 
scheduled or electronic public meetings that is accessible through a prominent and conspicuous link on the 
District’s website homepage. The link must clearly describe its purpose for public notice of non-regularly 
scheduled or electronic public meetings. If the electronic meeting is a special meeting or rescheduled 
regular meeting, the special meeting posting requirements contained in MCL 15.265 must also be satisfied. 
For Board meetings at which significant board action is anticipated (e.g., related to the sale of property, 
approval of contracts, or adoption of bond or finance documents) consider completing an Affidavit of 
Website Posting.

Choose Option A (Wholly Electronic) or Option B (Hybrid) and delete option not chosen:

Option A – Wholly Electronic Meeting

The [District Name] Board of Education will hold a [regular/rescheduled regular/special] 
Board meeting on [Day of the Week], [Month] [Calendar Day], [Year].

The meeting will be held wholly electronically. The public may attend and participate 
virtually using this link: [insert telephone number, internet address, virtual meeting 
address, or other information needed to participate].

The Board of Education is holding a wholly electronic Board meeting because all Board 
members will be physically absent due to military duty, ADA accommodation, or other 
reason permitted by Michigan law.(select all that apply): 

☐ The meeting will be held before March 31, 2021 and the Board of Education is 
either required by state or local order or chooses to conduct a remote Board meeting.

☐ The meeting will be held on or before December 31, 2021 and all Board 
members will be physically absent due to one or more of the following:

▪ Military duty;
▪ A medical condition;
▪ A statewide state of emergency or disaster is declared pursuant to law, 

charter, or local ordinance and convening a meeting in a physical location 
would risk the personal health or safety of the Board or the public; or

▪ A local state of emergency or disaster is declared pursuant to law, charter, or 
local ordinance that affects an area where the Board typically holds its meetings 
and convening a meeting in the physical location would risk the personal health 
or safety of the Board or the public.

☐ All Board members will be physically absent due to military duty.
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Members of the public may contact any Board member in advance of the meeting 
to provide input or ask questions about business that will come before the Board 
by [insert individual Board member contact information (e.g. email addresses)].

OPTIONAL: The following Board members will be participating remotely: [insert names]. 
Information is included above on how to contact these board members in advance of the 
meeting to provide input or ask questions about any business coming before the Board. 

Any person with a disability requiring special accommodations to participate in this 
meeting should contact the Superintendent’s office at 517-333-7424 in advance of the 
meeting[insert contact information].

Option B – Hybrid Meeting

The [District Name] Board of Education will hold a [regular/rescheduled regular/special] 
Board meeting on [Day of the Week], [Month] [Calendar Day], [Year].

The meeting will be held both electronically and in person. One or more Board members 
will be participating in the Board meeting remotelydue to  because of (select all that apply):

☐ Military duty.

☐ Reasonable accommodation under ADA.A medical condition and the meeting 
will be held on or before December 31, 2021.

☐ Other reason permitted by Michigan law.A statewide state of emergency or 
disaster is declared pursuant to law, charter, or local ordinance and the Board 
member’s in-person attendance at a physical meeting would risk the personal 
health or safety of the Board members or the public and the meeting will be 
held on or before December 31, 2021.

☐ A local state of emergency or disaster is declared pursuant to law, charter, or 
local ordinance that affects an area in which the Board member resides and 
the Board member’s in-person attendance at a physical meeting would risk the 
personal health or safety of the Board members or the public and the meeting 
will be held on or before December 31, 2021.

The public may attend and participate virtually using this portal:link: [insert 
telephone number, internet address, virtual meeting address, or other 
information needed to participate]. The public may also attend and participate 
in person, subject to health and safety requirements, if applicable. attendance 
limits and applicable social distancing and mitigation requirements, at [insert 
physical location of the meeting].

To the extent feasible, members of the public attending the Board meeting in-person must 
adhere to social distancing and mitigation measures required by the District or by local or 
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state public health orders to prevent the spread of COVID-19, including maintaining at 
least 6 feet of distance from anyone outside that person’s household.

Members of the public may contact any Board member in advance of the meeting to 
provide input or ask questions about business that will come before the Board by [insert 
individual Board member contact information (e.g. email addresses)].

OPTIONAL: The following Board members will be participating remotely: [insert names]. 
Information is included above on how to contact these Bboard members in advance of 
the meeting to provide input or ask questions about any business coming before the 
Board. 

Any person with a disability requiring special accommodations to participate in this 
meeting should contact the Superintendent’s office at 517-333-7424 in advance of the 
meeting. [insert contact information].
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1. 3100 General Operations

1. 3105 Visitors and Volunteers

Visitors and volunteers, including parents/guardians, may access the District’s property 
subject to all applicable Policies. The District may deny such access for any lawful reason.

A. Visitors

1. A person may not enter or remain on the District’s property if prohibited by law.

2. A person visiting a school building during instructional hours must first report to 
the building’s main office. In the Superintendent’s or building principal’s 
discretion, a visitor may be required to sign in, present a form of identification, 
explain the visitor’s purpose, wear a visitor badge, and be escorted while on 
District property. District personnel that discovers a visitor who has not reported 
to the building’s main office will promptly direct the visitor to the building’s main 
office. 

3. District personnel that discover a visitor who has not reported to the building’s 
main office will promptly direct the visitor to the building’s main office.

4. The District may require advance notice from a person who desires to observe 
classroom instruction. See also Policy 5401.

5. The building principal or designee may permit a parent/guardian who is a 
registered sex offender to visit District property to participate in or attend his or 
her child's school activities. The building principal or designee may require the 
parent/guardian to comply with other conditions upon visitation, including: a 
check-in/check-out system, an employee escort while on District property, and 
a requirement to leave District property immediately upon conclusion of the 
child’s activity.

B. Volunteers

1. A person desiring to volunteer must provide information to the District, including 
that person’s name, address, telephone number, and a form of identification.

2. The District may lawfully require a volunteer to complete an application and 
consent to a background check as described in Policy 4205. 

3. Volunteering is a privilege, not a right. A person does not have any right to 
volunteer or to perform any particular volunteer assignment. The 
Superintendent or designee will assess a volunteer’s capabilities and 
determine the appropriate volunteer assignment. The Superintendent or 
designee may reject a volunteer’s request or deny or terminate a volunteer’s 
assignment at any time for any reason that is not unlawful.
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4. Volunteer Drivers and Non-School Bus Transportation

a. A volunteer may only drive a District vehicle with approval of the 
Superintendent or designee and in compliance with all applicable laws. For 
puposes of this subsection B.4, a “District vehicle” is a vehcile owned or 
leased by the District, including a school bus, and a “private vechile” is any 
vehicle that is not a District vehicle. With the Superintendent or designee’s 
approval, District personnel, an approved volunteer, or a student’s 
parent/guardian may transport students to and from a school or school-
sponsored event in a non-school bus vehicle (a “non-school vehicle”).

b.a. Except in an emergency, before a student rides in a privatenon-
school vehicle, the driver must have permission from receive the written 
consent of the  the student’s parent/guardian to be the parent’s/guardian’s 
designee to transport the student to or from the school or applicable event. 
Permission must be in writing if the driver is using a vehicle with a 
manuafacturer’s rated seating capacity of 11 or more passengers.

c.b. A volunteer driver of a non-school vehicle must:

● hold a valid driver’s license appropriate for the non-school 
vehicle;

● if required by law, hold a valid chauffeur’s license; and

● for a private vehicle provide to the Superintendent or 
designee’s satisfaction proof of insurance, and proof of the 
non-school vehicle’s lawful registration.; and

● if required by law, hold a valid chauffeur’s license.

d.c. The  A volunteer driver of a non-school vehicle is responsible for any 
loss, damage, cost, and liability related to the driver’s operation of a District 
non-school vehicle or private vehicle.

Legal authority: MCL 28.721 et seq.; MCL 257.6, 257.1807; MCL 380.1137, 380.1230, 
380.1230a-h

Date adopted: December 13, 2021

Date revised:
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Series 3000: Operations, Finance, and Property
1. 3100 General Operations
2. 3106-F Booster Clubs, PTOs, and Other Support Groups

Support groups are required to complete this form annually by October 1, whether 
operating within the District or as a separate legal entity.

☐ New Support Group ☐ Renewal of Existing Support Group

Name of Support Group:

Contact Person Name:

Contact Person Title:

Address:

Phone:  Email:

Program or Activity Supported:

Please indicate the status of the support group:

☐ Internal Support Group (e.g., parent/guardian group operating within the District). 
Complete Section A.

☐ External Support Group (e.g., booster club, PTO, other separate legal entity). 
Complete Section B and the attached Acknowledgment and Release Form.*

Section A: Internal Support Groups

Building of Operation:

Describe purpose, activities, events, and fundraisers held (if applicable):

Signature:  Date:

Printed Name:  Title:

Primary Staff Contact:

Section B: External Support Groups

Type of Entity (e.g., non-profit corporation):
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Bylaws Adopted:  ☐ Yes  ☐ No Date Adopted:

Date of Formation: (use State of Michigan incorporation date, if applicable)

EIN: (attach copy of IRS confirmation or approval letter)

Banking Institution:

*If in the process of forming a legal entity, please describe steps taken and pending approvals:

Note: If any of the above steps have not been completed at the time of filing this form, 
once completed, a new or updated form must be submitted to the District.

Date of Annual Meeting and Election of Officers:

Name and Contact Information of Current Officers:

Title Name Phone Email
President

Vice President

Treasurer

Secretary

Signature:   Date:

Printed Name:   Title:

*External Support Groups must complete the attached Acknowledgment and Release 
Form.
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For Internal Use

Date Received:

Received by:  Printed Name:

☐ Approved ☐ Not Approved

Signature of Superintendent or Designee:

If denied, describe basis (attach additional sheet if necessary)

If approved or denied by Board of Education, date of Board Meeting:
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Acknowledgment and Release Form
Booster Clubs, PTOs, and Other Legally Separate Parent/Guardian Groups

By executing this Acknowledgement and Release (“Acknowledgment”), I certify that I am an 
authorized representative or officer of the parent/guardian group identified below 
(“Organization”). On behalf of the Organization, which is operated as a separate legal entity 
from the District, I certify the following:
I have read and understand District Policy 3106 related to the policies and procedures 
applicable to our Organization. The Organization’s operations will comply with applicable 
Bboard policies and procedures, administrative guidelines, and Bboard and administrative 
directives. I certify on behalf of the Organization that the Organization will not represent to 
any third party that it is an agent of the District or has any authority to act on behalf of the 
District. 
The Organization is currently a properly formed separate legal entity (or is in the process of 
becoming a separate legal entity) as indicated on District form 3106-F. The Organization 
certifies that it has: (1) established a legal entity through the State of Michigan; (2) obtained 
an employer identification number (EIN) through the Internal Revenue Service and does not 
utilize the District’s EIN for any purpose; and (3) established a separate bank account in the 
name of the Organization.
As a legally separate entity, the Organization is fully responsible for compliance with 
applicable state and federal laws. The District does not require the Organization to obtain tax-
exempt status as a 501(c)(3) or other form of charitable organization, which is a decision for 
the Organization. Information provided by the District is general in nature and should not be 
construed as legal advice. The Organization is solely responsible for consulting with 
appropriate professionals on legal, tax, accounting, and other compliance matters, as 
deemed necessary by the Organization, including whether tax-exempt status would be 
beneficial for the Organization. Information provided by the District is general in nature and 
should not be construed as legal advice.
District personnel may participate in the Organization’s events and activities on a voluntary 
basis but may not be required to participate. The Organization is responsible for safeguarding 
funds raised by the Organization and has adopted written procedures or internal controls 
related to funds to minimize fraud or abuse. The District will not be liable for the failure of the 
Organization to properly safeguard funds or for losses associated with fraud or misuse of 
funds. Events and activities, including fundraisers, held by the Organization are not District- 
sponsored events and the District will not be held liable for such events or activities.
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By execution of this Acknowledgment, I certify on behalf of the Organization that I have read 
and understand this Acknowledgment and that the Organization releases and holds the 
District harmless from liability arising from the operation of the Organization, including liability 
related to events and activities, failure to comply with applicable law, financial losses incurred, 
including those resulting from fraud or similar acts, and other liability associated with the 
Organization’s operations.

Name of Organization:

Signature: Date:

Printed Name: Title:
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Series 3000: Operation, Finance, and Property

3100 General Operations

3118 Title IX Sexual Harassment

Consistent with Policy 3115, the District prohibits unlawful sex discrimination, including 
harassment and retaliation, in any of its education programs or activities in accordance 
with Title IX of the Education Amendments of 1972 and corresponding implementing 
regulations.

This Policy addresses allegations of Title IX sexual harassment that occurred on or after 
August 14, 2020. Allegations of discrimination, harassment, or retaliation not covered by 
this Policy should be addressed under the District’s applicable non-discrimination or anti-
harassment policies. Allegations alleging both Title IX sexual harassment and other forms 
of unlawful discrimination and harassment (e.g., race, age, disability) that cannot be 
reasonably separated into two distinct complaints should be investigated under this 
Policy. Investigating other forms of discrimination, including harassment and retaliation, 
through this Policy will fulfill the District’s investigation requirements under Policies 4104 
or 5202, but nothing in this paragraph limits the District’s right to determine at any time 
that a non-Title IX allegation should be addressed under Policies 4104 or 5202 or any 
other applicable Policy.

The Board directs the Superintendent or designee to designate one or more employees 
who meet the training requirements in Section M of this Policy to serve as the District’s 
Title IX Coordinator(s). The Title IX Coordinator will designate an Investigator, Decision-
Maker, and Appeals Officer, if applicable, for each Formal Complaint made under this 
Policy. If a Formal Complaint is made under this Policy against the Title IX Coordinator, 
the Board President will designate the persons who will serve as the Investigator, 
Decision-Maker, and Appeals Officer and will work with District administrators to ensure 
that all other requirements of this Policy are met.

The Investigator, Decision-Maker, Appeals Officer, and any person designated to 
facilitate an informal resolution process cannot be the same person on a specific matter, 
and the persons designated to serve in those roles may or may not be District employees. 
Any person serving as the Investigator, Decision-Maker, Appeals Officer, or person 
designated to facilitate an informal resolution process must meet the training 
requirements in Section M of this Policy.

Inquiries about Title IX’s application to a particular situation may be referred to the Title 
IX Coordinator, the Assistant Secretary for Civil Rights of the United States Department 
of Education, or both.

A. Definitions

For purposes of this Policy, the below terms are defined as follows:

1. “Sexual Harassment” means conduct on the basis of sex that satisfies one or 
more of the following:
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a. A District employee conditioning the provision of a District aid, benefit, or 
service on a person’s participation in unwelcome sexual conduct;

b. Unwelcome conduct that a reasonable person would determine to be so 
severe, pervasive, and objectively offensive that it effectively denies a 
person equal access to the District’s education program or activity; or

c. Sexual assault, dating violence, domestic violence, or stalking, as defined 
by the Violence Against Women Act, 34 USC § 12291 et. seq., and the 
uniform crime reporting system of the Federal Bureau of Investigation, 20 
USC 1092(f)(6)(A)(v).

i. “Sexual assault” means an offense classified as a forcible or nonforcible 
sex offense under the uniform crime reporting system of the Federal 
Bureau of Investigation.

ii. “Dating violence” means violence committed by a person who is or has 
been in a romantic or intimate relationship with the Complainant. The 
existence of such a relationship is based on a consideration of the length 
of the relationship, the type of relationship, and the frequency of 
interaction between the persons involved in the relationship.

iii. “Domestic violence” means felony or misdemeanor crimes of violence 
committed by a current or former spouse or intimate partner of the 
Complainant, person with whom the Complainant shares a child, person 
who is cohabitating with or has cohabitated with the Complainant as a 
spouse or intimate partner, person similarly situated to a spouse of the 
Complainant under the domestic or family violence laws of Michigan; or 
any other person against an adult or youth Complainant who is protected 
from that person’s acts under the domestic or family violence laws of 
Michigan.

iv. “Stalking” means engaging in a course of conduct directed at a specific 
person that would cause a reasonable person to (1) fear for the person’s 
safety or the safety of others; or (2) suffer substantial emotional distress.

2. “Actual Knowledge” means notice of sexual harassment or allegations of sexual 
harassment to the District’s Title IX Coordinator or any District employee. 
Imputation of knowledge based solely on vicarious liability or constructive 
notice is insufficient to constitute actual knowledge. This standard is not met 
when the only District employee with actual knowledge is the Respondent.

3. “Appeals Officer” is the person designated by the District to handle appeals of 
a dismissal or determination of responsibility for matters investigated under this 
Policy. The Appeals Officer may not be the same person as the Investigator, 
Title IX Coordinator, Decision-Maker, or person designated to facilitate an 
informal resolution process on a specific matter.
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4. “Complainant” is a person who is alleged to be the victim of conduct that could 
constitute Title IX sexual harassment.

5. “Consent” means a voluntary agreement to engage in sexual activity by a 
person legally capable of consenting. Someone who is incapacitated cannot 
consent. Past consent does not imply future consent. Silence or an absence of 
resistance does not imply consent. Consent to engage in sexual activity with 
one person does not imply consent to engage in sexual activity with another. 
Consent can be withdrawn at any time. Coercion, force, or threat of either 
invalidates consent. Sexual conduct or relationships between District 
employees, volunteers, or contractors and students, regardless of age or 
consent, are prohibited.

6. “Day,” unless otherwise indicated, means a day that the District’s central office 
is open for business.

7. “Decision-Maker” is the person designated by the District to review the 
investigation report and provide a written determination of responsibility that 
provides the evidentiary basis for the Decision-Maker’s conclusions. The 
Decision-Maker may not be the same person as the Investigator, Title IX 
Coordinator, Appeals Officer, or person designated to facilitate an informal 
resolution process on a specific matter.

8. “Education Program or Activity” means any location, event, or circumstance 
over which the District exercised substantial control over both the Respondent 
and the context in which the harassment occurred.

9. “Formal Complaint” means a written document or electronic submission signed 
and filed by a Complainant or signed by the Title IX Coordinator alleging sexual 
harassment against a Respondent and requesting that the District investigate 
the sexual harassment allegation.

10. “Grievance Process” is the process by which the District handles Formal 
Complaints.

11. “Investigator” is the person designated by the District to investigate a Title IX 
Formal Complaint. The Investigator cannot be the same person as the 
Decision-Maker, Appeals Officer, or person designated to facilitate an informal 
resolution process on a specific matter. The Title IX Coordinator may serve as 
the Investigator on a particular investigation, unless the Title IX Coordinator 
signed the Formal Complaint.

12. “Report” means an account of alleged Title IX sexual harassment made by any 
person (regardless of whether the reporting party is the alleged victim).

13. “Respondent” is a person who has been reported to be the perpetrator of 
conduct that could constitute Title IX sexual harassment.
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14.“Supportive Measures” are non-disciplinary, non-punitive, individualized 
services offered and implemented by the Title IX Coordinator as appropriate, 
as reasonably available, and at no-cost to the Complainant and the 
Respondent before or after the filing of a Formal Complaint or when no Formal 
Complaint has been filed. Supportive measures are designed to restore or 
preserve equal access to the District’s education program or activity without 
unreasonably burdening the other party, including measures designed to 
protect the safety of all parties or the District’s educational environment, or 
deter sexual harassment.

15. “Title IX Coordinator” is the person(s) designated by the District to coordinate 
the District’s Title IX compliance. The Title IX Coordinator may not be the same 
person as the Appeals Officer or Decision-Maker on a specific matter. A person 
not serving as a Title IX Coordinator in a particular matter is not disqualified 
from serving in another role in that matter. The Title IX Coordinator may also 
serve as the Investigator or person designated to facilitate an informal 
resolution process on a particular investigation, unless the Title IX Coordinator 
signed the Formal Complaint.

B. Posting Requirement

The Title IX Coordinator’s contact information (name or title, office address, 
electronic mail address, and telephone number), along with the District’s Title IX 
nondiscrimination statement, must be prominently posted on the District’s website 
and in any catalogs or handbooks provided to applicants for admission or 
employment, students, parents/guardians, and unions or professional 
organizations with a collective bargaining or professional agreement with the 
District.

The District will provide notice of this Policy to all applicants, students, 
parents/guardians, employees, and unions or professional organizations with a 
collective bargaining or professional agreement with the District by prominently 
posting this Policy on its website and referencing this Policy in its handbooks, 
which will include the Title IX Coordinator’s name or title, office address, electronic 
mail address, and telephone number.

C. Designation of Title IX Coordinator

The District designates the following person(s) as the Title IX Coordinator(s):

Rulesha Glover-Payne
509 Burcham Dr, East Lansing MI 48823

517-333-7413
rulesha.glover@elps.us 

D. Reporting Title IX Sexual Harassment:

Any other person who witnesses an act of sexual harassment is encouraged to 
report it to a District employee and may do so anonymously. No person will be 
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retaliated against based on any report of suspected sexual harassment or 
retaliation.

A person may also anonymously report an incident of sexual harassment or
retaliation. The District will investigate anonymous reports pursuant to its
investigation procedures described below.

A person who has been the subject of sexual harassment or retaliation may
report that behavior to the Title IX Coordinator or any District employee. Any
District employee who receives a report of sexual harassment or has actual
knowledge of sexual harassment must convey that information to the Title IX
Coordinator by the end of the next day.

A person may make a report at any time, including non-business hours. Reports
may be filed in person, by mail, by telephone, or by electronic mail, using the
contact information listed for the Title IX Coordinator, or by any other means that
result in the Title IX Coordinator receiving the person’s verbal or written report.

E. General Response to Sexual Harassment

1. Actual Knowledge without Formal Complaint Filed

Upon actual knowledge of Title IX sexual harassment, the Title IX Coordinator 
must respond promptly in a manner that is not deliberately indifferent. The 
District will be deemed to be deliberately indifferent only if its response to 
sexual harassment is clearly unreasonable in light of the known circumstances.

The Title IX Coordinator must promptly contact the Complainant to discuss
the availability of supportive measures, consider the Complainant’s wishes
with respect to supportive measures, inform the Complainant of the
availability of supportive measures with or without the filing of a Formal
Complaint, and explain to the Complainant the process for filing a Formal
Complaint.

If the Complainant does not file a Formal Complaint or if another person
informs the Title IX Coordinator of an allegation of sexual harassment, the
Title IX Coordinator must evaluate the information and determine whether to
sign and submit a Formal Complaint. If the Title IX Coordinator determines
not to sign and submit a Formal Complaint, the Title IX Coordinator must
address the allegations in a manner that is not deliberately indifferent

2. Formal Complaint Filed

Upon the receipt of a Formal Complaint, the District must follow the Grievance 
Process in Section F of this Policy. A Formal Complaint may be submitted using 
the Title IX Sexual Harassment Formal Complaint Form.
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3. Equitable Treatment

The District will treat the Complainant and Respondent equitably throughout 
the Grievance Process, which may include offering supportive measures as 
described in Subsection E(6) of this Policy.

4. Documentation and Recordkeeping

The Title IX Coordinator will document all sexual harassment reports and all 
incidents of sexual harassment that the Title IX Coordinator receives or 
personally observes.

The District will retain this documentation in accordance with applicable record 
retention requirements in Section N of this Policy.

5. Supportive Measures

The Title IX Coordinator must promptly contact the Complainant to discuss the 
availability of supportive measures, with or without the filing of a Formal 
Complaint. If the District does not provide a Complainant with supportive 
measures, then the Title IX Coordinator must document the reasons why such 
a response was not clearly unreasonable in light of the known circumstances.

The District may provide, as appropriate, non-disciplinary, non-punitive 
individualized services to the Complainant or Respondent before or after the 
filing of a Formal Complaint or when no Formal Complaint has been filed. 

Supportive measures should be designed to restore or preserve equal access 
to the District’s education program or activity without unreasonably burdening 
the other party.

Supportive measures are offered without charge to all parties and are designed 
to protect the safety of all parties or the District’s educational environment, or 
deter sexual harassment.

Supportive measures may include, but are not limited to:

a. District-provided counseling;

b. Course-related adjustments, such as deadline extensions;

c. Modifications to class or work schedules;

d. Provision of an escort to ensure that the Complainant and Respondent can 
safely attend classes and school activities; and

e. No-contact orders.

All supportive measures must be kept confidential, to the extent that 
maintaining such confidentiality would not impair the District’s ability to provide 
the supportive measures.
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6. Respondent Removal

a. Emergency Removal (Student)

The District may only remove a student Respondent from a District program 
or activity if, following an individualized safety and risk analysis, the District 
determines that there is an immediate threat to the physical health or safety 
of any student or other person arising from the sexual harassment 
allegations. The District must provide the Respondent with notice and an 
opportunity to immediately challenge the removal decision. This provision 
may not be construed to modify any rights under the Individuals with 
Disabilities Education Act, Section 504 of the Rehabilitation Act of 1973, or 
the Americans with Disabilities Act.

b. Administrative Leave (Employee)

The District may place an employee Respondent on non-disciplinary 
administrative leave during the pendency of the Grievance Process. This 
provision may not be construed to modify any rights under Section 504 of 
the Rehabilitation Act of 1973 or the Americans with Disabilities Act.

7. Law Enforcement

In appropriate circumstances, a District employee will notify law enforcement 
or Child Protective Services, consistent with Policies 4202, 5201, and 5701.

The District will attempt to comply with all law enforcement requests for 
cooperation with related law enforcement activity. In some circumstances, 
compliance with law enforcement requests may require the District to briefly 
suspend or delay its investigation. If an investigation is delayed, the District will 
notify the parties in writing of the delay and the reasons for the delay.

If the District’s investigation is suspended or delayed, supportive measures will 
continue during the suspension or delay. If the law enforcement agency does 
not notify the District within 10 days that the District’s investigation may resume, 
the District will notify the law enforcement agency that the District intends to 
promptly resume its investigation.

F. Grievance Process

1. Generally

The Grievance Process begins when a Formal Complaint is filed or when the 
Title IX Coordinator signs a Formal Complaint and concludes the date the 
parties receive the Appeals Officer’s written decision or the date on which an 
appeal is no longer timely. The District will endeavor to complete the Grievance 
Process within 90-120 days, absent extenuating circumstances or delays as 
described below. The District will treat both the Complainant and the 
Respondent equitably throughout the Grievance Process.
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Neither the Title IX Coordinator, the Decision-Maker, the Investigator, Appeals 
Officer, nor any person designated to facilitate an informal resolution process 
will have a conflict of interest or bias for or against Complainants or 
Respondents generally or for or against an individual Complainant or 
Respondent.

The Grievance Process requires an objective evaluation of all relevant 
evidence – including both inculpatory and exculpatory evidence. Credibility 
determinations may not be based on a person’s status as a Complainant, 
Respondent, or witness.

Throughout the Grievance Process, there is a presumption that the 
Respondent is not responsible for the alleged conduct unless, in the 
determination of responsibility, the Decision-Maker finds the Respondent 
responsible for the alleged conduct.

At any point, the Title IX Coordinator, Investigator, Decision-Maker, or Appeals 
Officer may temporarily delay the Grievance Process or permit a limited 
extension of time frames for good cause. Good cause may include absence of 
a party, party’s advisor, or witness; concurrent law enforcement activity; or the 
need for accommodations (e.g., language assistance or accommodation of 
disabilities). If there is a delay or extension, the parties will receive written 
notice of the delay or extension and the reasons for the action.

Any disciplinary action resulting from the Grievance Process will be issued in 
accordance with District Policy, as applicable, and any applicable codes of 
conduct, handbooks, collective bargaining agreements, and individual 
employee contracts.

After the investigation portion of the Grievance Process has concluded, the 
Decision-Maker will endeavor to issue a determination of responsibility within 
30 days, absent extenuating circumstances.

2. Notice of Allegations

Upon receipt of a Formal Complaint, the District must provide written notice to 
the parties who are known at the time that includes:

a. A copy of this Policy, which includes the District’s Grievance Process, and 
any informal resolution process;

b. The sexual harassment allegations, including sufficient details known at the 
time and with sufficient time so that parties may prepare a response before 
the initial interview. Sufficient details include parties involved in the incident, 
if known; the alleged conduct constituting sexual harassment; and the date 
and time of the alleged incident;

c. A statement that the Respondent is presumed not responsible for the 
alleged conduct;
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d. A statement that a determination of responsibility is made at the Grievance 
Process’s conclusion;

e. A statement that the parties may have an advisor of their choice, who may 
be an attorney, although any attorney or advisor who is not a District 
employee will be at the party’s own cost;

f. A statement that the parties will be provided an opportunity to inspect and 
review any evidence before the investigation report is finalized; and

g. If the Complainant or Respondent is a student, and the District’s Student 
Code of Conduct addresses false statements by students during the 
disciplinary process, a citation to that portion of the Code of Conduct. If the 
Code of Conduct does not address false statements by students, the notice 
is not required to include any reference.

If, during the course of an investigation, the Investigator decides to investigate 
allegations that are not included in this notice, the District will provide notice of 
the additional allegations to the Complainant and Respondent.

3. Investigation

The District has the burden of proof and the burden to gather evidence 
sufficient to reach a determination of responsibility.

a. Investigation Process

The District will not require, allow, rely upon, or otherwise use questions or 
evidence that constitute, or seek disclosure of, information protected under 
a legally recognized privilege unless the person holding such privilege has 
waived the privilege in writing.

The District may not access, consider, disclose, or otherwise use a party’s 
medical records, including mental health records, which are made and 
maintained by a healthcare provider in connection with the party’s treatment 
unless the District obtains that party’s voluntary, written consent to do so for 
the Grievance Process.

The Investigator must provide an equal opportunity for the parties to present 
witnesses, including fact and expert witnesses, and other inculpatory or 
exculpatory evidence. The Investigator cannot restrict parties from 
discussing the allegations under investigation, nor can the Investigator 
restrict parties from gathering or presenting relevant evidence.

Parties may be accompanied by an advisor of their choice, including an 
attorney, in any meeting or Grievance Process proceeding. If a party 
chooses an advisor who is not a District employee, the District is not 
responsible for any associated costs. The Superintendent or designee may 
establish restrictions regarding the extent to which the advisor may 
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participate in the proceedings, as long as the restrictions apply equally to 
both parties (e.g., abusive, disruptive behavior or language will not be 
tolerated; advisor will not interrupt the investigator to ask questions of 
witnesses).

The Investigator must provide the date, time, location, participants, and 
purpose of all hearings (if any), investigative interviews, and meetings, to a 
party whose participation is invited or expected. Written notice must be 
provided a sufficient time in advance so that a party may prepare to 
participate.

As described in Section M of this Policy, retaliation against a person for 
making a complaint or participating in an investigation is prohibited.

The Investigator must ensure that the Complainant and Respondent have 
an equal opportunity to inspect and review any evidence obtained as part 
of the investigation so that each party has the opportunity to meaningfully 
respond to the evidence before the investigation’s conclusion. This 
evidence includes (1) evidence upon which the District does not intend to 
rely in reaching a determination regarding responsibility, and (2) inculpatory 
or exculpatory evidence obtained from any source.

Before the investigation’s completion, the Investigator must send to each 
party and the party’s advisor, if any, the evidence subject to inspection and 
review in an electronic format or a hard copy, and the parties must have at 
least 10 calendar days to submit a written response to the Investigator. The 
party’s response must be considered by the Investigator before completing 
the final investigation report.

b. Investigation Report

The Investigator must create an investigation report that fairly summarizes 
relevant evidence and submit the investigation report to the Decision-
Maker.

At least 10 calendar days before a determination of responsibility is issued, 
the Investigator must send the investigation report to each party for review 
and written response. Written responses to the investigation report must be 
submitted directly to the Decision-Maker.

The Investigator will endeavor to complete the investigation and finalize the 
report within 60 days.

4. Determination of Responsibility

The Decision-Maker cannot be the same person as the Title IX Coordinator, 
Investigator, Appeals Officer, or person designated to facilitate an informal 
resolution process.
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Before the Decision-Maker reaches a determination of responsibility, and after 
the Investigator has sent the investigation report to the parties, the Decision-
Maker must:

a. Afford each party the opportunity to submit written, relevant questions that 
a party wants asked of any party or witness; and

b. Provide each party with the answers, and allow for additional, limited follow-
up questions from each party.

Questions and evidence about the Complainant’s sexual predisposition or prior 
sexual behavior are not relevant unless offered to prove that someone other 
than the Respondent committed the alleged misconduct, or the questions and 
evidence concern specific incidents of the Complainant’s prior sexual behavior 
with respect to the Respondent and are offered to prove consent.

If the Decision-Maker decides to exclude questions from either party as not 
relevant, the Decision-Maker must explain the decision to the party proposing 
the questions.

The Decision-Maker must issue a written determination of responsibility based 
on a preponderance of the evidence standard (i.e., more likely than not) 
simultaneously to both parties. The written determination of responsibility must 
include:

a. Identification of the sexual harassment allegations;

b. Description of the procedural steps taken from the receipt of the Formal 
Complaint through the determination of responsibility, including any:

i. Notification to the parties;

ii. Party and witness interviews; 

iii. Site visits;

iv. Methods used to collect evidence; and

v. Hearings held.

c. Factual findings that support the determination;

d. Conclusions about the application of any relevant code of conduct, policy, 
law, or rule to the facts;

e. A statement of, and rationale for, the result as to each allegation, including:

i. A determination of responsibility;

ii. Any disciplinary action taken against the Respondent (consistent with 
Policies 4309, 4407, 4506, 4606, or 5206, as applicable, and any 
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applicable codes of conduct, handbooks, collective bargaining 
agreements, or individual employee contracts); and

iii. Whether remedies designed to restore and preserve equal access to the 
District’s education program or activity will be provided to the 
Complainant.

f. Appeal rights

See Section G of the Policy for appeal rights and procedures.

G. Appeals

Notice of the determination of responsibility or dismissal decision must include 
notice of the parties’ appeal rights.

Both parties may appeal a determination of responsibility or the decision to 
dismiss a Formal Complaint in whole or in part for the following reasons only:

g. A procedural irregularity that affected the outcome.

h. New evidence that was not reasonably available at the time the 
determination of responsibility or dismissal decision was made that could 
affect the outcome.

i. The Title IX Coordinator, Investigator, or Decision-Maker had a conflict of 
interest or bias for or against the Complainant or Respondent, generally or 
individually, that affected the outcome.

An appeal must be filed with the Title IX Coordinator within 5 calendar days of 
the date of the determination of responsibility or dismissal decision.

Upon receipt of an appeal, the Title IX Coordinator will assign an Appeals 
Officer who will provide both parties written notice of the appeal and an equal 
opportunity to submit a written statement in support of, or challenging, the 
determination or dismissal decision.

The Appeals Officer must provide a written decision describing the result of the 
appeal and the rationale for the result to both parties simultaneously. The 
Appeals Officer will endeavor to decide an appeal within 30 days.

The Appeals Officer cannot be the same person who acts as the Title IX 
Coordinator, Investigator, Decision-Maker, or person designated to facilitate an 
informal resolution process on the same matter. The Appeals Officer also 
cannot have a conflict of interest or bias against Complainants and 
Respondents generally or individually.

The determination of responsibility is final upon the date the parties receive the 
Appeals Officer’s written decision or on the date on which an appeal is no 
longer timely.
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H. Informal Resolution

During the Grievance Process, after a Formal Complaint has been filed but before 
a determination of responsibility has been made, the District may offer to facilitate 
an informal resolution process. A Formal Complaint must be filed to
initiate the informal resolution process.

Informal resolution does not require a full investigation and may encompass a
broad range of conflict resolution strategies, including, but not limited to,
arbitration, mediation, or restorative justice.

Informal resolution is not available for a Formal Complaint alleging that an
employee sexually harassed a student.

A party is not required to participate in an informal resolution process.

When offering informal resolution, the Title IX Coordinator or Investigator must
(1) provide both parties written notice of their rights in an informal resolution and
(2) obtain written, voluntary consent from both parties to enter into the informal
resolution process. The written notice must contain the:

1. Allegations;

2. Informal resolution requirements, including the circumstances under which
the informal resolution precludes the parties from resuming a Formal
Complaint arising from the same allegations;

3. Right to withdraw from informal resolution and resume the Grievance Process
at any time prior to agreeing to a resolution; and

4. Any consequences resulting from participating in the informal resolution
process, including the records that will be maintained or could be shared.

I. Dismissal

1. Mandatory Dismissals

The Title IX Coordinator must dismiss a Formal Complaint if:

a. The Formal Complaint’s allegations, even if proven, would not constitute 
sexual harassment as defined in this Policy;

b. The Formal Complaint’s allegations did not occur in the District’s programs 
or activities; or

c. The Formal Complaint’s allegations did not occur in the United States.

2. Discretionary Dismissals
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The Title IX Coordinator may dismiss a Formal Complaint if:

d. The Complainant notifies the Title IX Coordinator in writing that the 
Complainant wishes to withdraw the Formal Complaint in whole or in part;

e. The Respondent’s enrollment or employment ends; or

f. Specific circumstances prevent the District from gathering evidence 
sufficient to reach a determination (e.g., several years have passed 
between alleged misconduct and Formal Complaint filing, Complainant 
refuses or ceases to cooperate with Grievance Process).

The Title IX Coordinator will promptly and simultaneously notify both parties when 
a Formal Complaint is dismissed. The notice must include the reasons for 
mandatory or discretionary dismissal and the right to appeal. Appeal rights are 
discussed above in Subsection F(6) of this Policy.

Dismissal of a Formal Complaint under this Policy does not excuse or preclude the 
District from investigating alleged violations of other policy, rule, or law, or from 
issuing appropriate discipline based on the results of the investigation.

J. Consolidation of Complaints

The Title IX Coordinator or Investigator may consolidate Formal Complaints where 
the allegations arise out of the same facts or circumstances. Where a Grievance 
Process involves more than one Complainant or more than one Respondent, 
references in this Policy to the singular “party,” “Complainant,” or “Respondent” 
include the plural, as applicable.

K. Remedies and Disciplinary Sanctions

The District will take appropriate and effective measures to promptly remedy the 
effects of sexual harassment. The Title IX Coordinator is responsible for the 
effective implementation of any remedies.

Appropriate remedies will be based on the circumstances and may include, but are 
not limited to:

1. Providing an escort to ensure that the Complainant and Respondent can 
safely attend classes and school activities;

2. Offering the parties school-based counseling services, as necessary;
3. Providing the parties with academic support services, such as tutoring, as 

necessary;
4. Rearranging course or work schedules, to the extent practicable, to 

minimize contact between the Complainant and Respondent;
5. Moving the Complainant’s or the Respondent’s locker or work space;
6. Issuing a “no contact” directive between the Complainant and Respondent;
7. Providing counseling memoranda with directives or recommendations;
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8. Imposing discipline consistent with Policies 4309, 4506, 4606, or 5206, as 
applicable, and any applicable codes of conduct, handbooks, collective 
bargaining agreements, or individual employee contracts.

These remedies may also be available to any other student or person who is or 
was affected by the sexual harassment.

The District will impose disciplinary sanctions consistent with District Policy, as 
applicable, and any applicable codes of conduct, handbooks, collective bargaining 
agreements, or individual employee contracts. Discipline may range from warning 
or reprimand to termination of employment, or student suspension or expulsion.

After a determination of responsibility, the Title IX Coordinator should consider 
whether broader remedies are required, which may include, but are not limited to:

1. Assemblies reminding students and staff of their obligations under this Policy 
and applicable handbooks;

2. Additional staff training;

3. A climate survey; or

4. Letters to students, staff, and parents/guardians reminding persons of their 
obligations under this Policy and applicable handbooks.

If the Complainant or Respondent is a student with a disability, the District will 
convene an IEP or Section 504 Team meeting to determine if additional or different 
programs, services, accommodations, or supports are required to ensure that the 
Complainant or Respondent continues to receive a free appropriate public 
education. Any disciplinary action taken against a Respondent who is a student 
with a disability must be made in accordance with Policy 5206B and the Individuals 
with Disabilities Education Act or Section 504 of the Rehabilitation Act.

B.K. False Statements

Any person who knowingly makes a materially false statement in bad faith in a Title 
IX investigation will be subject to discipline, up to and including discharge or 
permanent expulsion. A dismissal or determination that the Respondent did not 
violate this Policy is not sufficient, on its own, to conclude that a person made a 
materially false statement in bad faith.

C.L. Confidentiality

The District will keep confidential the identity of a person who reports sexual 
harassment or files a Formal Complaint, including parties and witnesses, except 
as permitted or required by law or to carry out any provision of this Policy, 
applicable regulations, or laws.

D.M. Retaliation
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Retaliation (e.g., intimidation, threats, coercion) for the purpose of interfering with 
a person’s rights under Title IX is prohibited. This prohibition applies to retaliation 
against any person who makes a report, files a Formal Complaint, or participates 
in, or refuses to participate in a Title IX proceeding. Complaints alleging retaliation 
may be pursued in accordance with District Policy.

The exercise of rights protected under the First Amendment does not constitute 
retaliation prohibited by this Section.

When processing a report or Formal Complaint of sexual harassment, pursuing 
discipline for other conduct arising out of the same facts or circumstances 
constitutes retaliation if done for the purpose of interfering with that person’s rights 
under Title IX.

Any person who engages in retaliation will be disciplined in accordance with 
District Policy, as applicable, and any applicable codes of conduct, handbooks, 
collective bargaining agreements, and individual employee contracts.

E.N. Training

All District employees must be trained on how to identify and report sexual 
harassment.

Any person designated as a Title IX Coordinator, Investigator, Decision-Maker, 
Appeals Officer, or any person who facilitates an informal resolution process must 
be trained on the following:

1. The definition of sexual harassment;

2. The scope of the District’s education programs or activities;

3. How to conduct an investigation and the District’s grievance process, including, 
as applicable, hearings, appeals, and informal resolution processes; and

4. How to serve impartially, including avoiding prejudgment of the facts at issue, 
conflicts of interest, and bias.

Investigators must receive training on how to prepare an investigation report as 
outlined in Subsection F(4)(b) above, including, but not limited to, issues of 
relevance.

Decision-Makers and Appeals Officers must receive training on issues of evidence 
and questioning, including, but not limited to, when questions about a 
Complainant’s prior sexual history or disposition are not relevant.

Any materials used to train District employees who act as Title IX Coordinators, 
Investigators, Decision-Makers, Appeals Officers, or who facilitate an informal 
resolution process must not rely on sex stereotypes and must promote impartial 
investigations and adjudications of Formal Complaints. These training materials 
must be posted on the District’s website.

45



© 2022 

F.O. Record Keeping

The District will maintain records related to reports of alleged Title IX sexual 
harassment for a minimum of seven years. This retention requirement applies to 
investigation records, disciplinary sanctions, remedies, appeals, and records of 
any action taken, such as supportive measures.

The District will also retain any materials used to train Title IX Coordinators, 
Investigators, Decision-Makers, Appeals Officers, and any person designated to 
facilitate an informal resolution process.

G.P. Office for Civil Rights

Any person who believes that he or she was the victim of sexual harassment may 
file a complaint with the Office for Civil Rights (OCR) at any time:

U.S. Department of Education Office for Civil Rights
1350 Euclid Avenue, Suite 325

Cleveland, Ohio 44115
Phone: (216) 522-4970

E-mail: OCR.Cleveland@ed.gov

An OCR complaint may be filed before, during, or after filing a Formal Complaint 
with the District. A person may forego filing a Formal Complaint with the District 
and instead file a complaint directly with OCR. The District recommends that a 
person who has been subjected to sexual harassment also file a Formal Complaint 
with the District to ensure that the District is able to take steps to prevent any further 
harassment and to discipline the alleged perpetrator, if necessary. OCR does not 
serve as an appellate body for District decisions under this Policy. An investigation 
by OCR will occur separately from any District investigation.

Legal authority: Education Amendments Act of 1972, 20 USC §§1681 - 1688; 34 CFR 
Part 106

Date adopted: December 13, 2021

Date revised: October 3, 2022
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Series 3000: Operations, Finance, and Property

3300 Facilities, Real, and Personal Property

3301 Purchasing and Procurement

This Policy applies to all purchases of materials, supplies, and equipment. Purchases 
acquired through lease financing are governed by this Policy, but true leases (i.e., rental 
agreements) are not.

A. Responsibility for Purchasing

The District’s administration, under the Superintendent’s supervision, may 
purchase items for the District, subject to any parameters established by the 
Board.

B. When Competitive Bidding is Required

1. The District must competitively bid the purchase of an item or group of items 
costing an amount equal to or greater than the then-current state bid threshold 
published annually by MDE.

2. The District does not need to competitively bid a purchase if competitive bidding 
is not required by law.

3. The District will not artificially segregate purchases into smaller orders to avoid 
the bid threshold.

C. Bidding Procedure

1. The District may competitively bid a purchase using 1 or more of the following 
methods:

a. Requesting written price quotations from at least 3 known and practical 
vendors of an item;

b. Distributing a request for proposals to at least 3 known and practical 
vendors of an item;

c. Posting a request for proposals on the District’s website or any other 
website that regularly informs vendors of bid opportunities;

d. Selecting a contract awarded to a winning bidder under a bid process 
operated by a reputable bid cooperative if the District determines, after 
reasonable due diligence, that the bid procedure used by the bid 
cooperative was fair and open, resulted in a bid award to the lowest 
responsible bidder, and the contract price is comparable to current market 
rates for the purchased item; or
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e. Any other process, in the Superintendent’s or designee’s discretion, that is 
likely to result in at least 3 known vendors providing bids for the item sought, 
regardless of whether at least 3 bids are actually received.

2. Each bidder responding to a request for proposals must certify that it is not an 
Iran-linked business as defined by MCL 129.312.

3. Awarding Bids

a. If competitive bidding is required by law, any contract must be awarded by 
the Board to the lowest responsible bidder.

b. In determining bidder responsibility, the District may take 1 or more of the 
following into account:

● The District’s experience with the bidder;

● Others’ experience with the bidder;

● The bidder’s history of satisfactory performance or 
questionable litigation, protests, or disputes;

● The bidder’s capitalization and solvency;

● The length of time the bidder has been engaged in its 
business;

● The recommendation of the District’s professional 
consultants; and

● Any other factor consistently and lawfully applied.

c. In any bid procedure, the District reserves the right to reject any or all bids 
or waive any informalities or irregularities in the bid process.

4. Michigan-Based Business Preference

a. The District may give up to a 10% preference to a bidder that is a Michigan-
based business as defined by MCL 18.1268.

b. The Michigan-based business preference will not apply if federal funds are 
used for the purchase.

D. Purchases Using State Aid Act Funds

1. The District will not use state aid to purchase foreign goods or services if 
American goods or services are available, competitively priced, and of 
comparable quality.
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2. The District will give a preference to goods or services manufactured or 
provided by Michigan businesses if competitively priced and of comparable 
quality.

3. The District will give a preference to goods or services manufactured or 
provided by Michigan businesses owned and operated by veterans if 
competitively priced and of comparable quality.

E. Purchases Using Federal Funds

1. Purchases This subsection E only applies to purchases made with federal 
funds and subject to the federal Uniform Grant Guidance are also governed by 
. All terms in this subsection E have the same respective meanings as defined 
by federal regulation (2 CFR 200.1-99).

2. Subject to the District’s obligation to comply with Michigan law, the District must 
use 1 of the following procurement methods that includes information sufficient 
to inform all potential bidders about the District’s technical, service, and bid 
procedure requirements:

a. Purchases up to $10,000 (micro-purchases)

i. To the extent District administration determines that the cost of the purchase is 
reasonable, micro-purchases may be made or awarded without bidding in 
accordance with this Policy 3301A. For purposes of this subsection, 
“reasonable” means the purchase is comparable to market prices for the 
geographic area.

ii. To the extent practicable, the District will distribute micro-purchases 
equitably among qualified suppliers.

b. Purchases between $10,000 and $250,000 (small purchase procedures)

The District will use a bidding procedure in subsection C.1., above, except 
that the District may use the bidding procedure in subsection E.2.a, above, 
for purchases up to the then-current state bid threshold published annually 
by MDE if the District satisfies the annual certification requirements of 2 
CFR 200.320(a)(1)(iv).

c. Purchases over $250,000

i. The District must either receive sealed bids through formal advertising 
or prepare a comprehensive request for proposals and submit it to at 
least 5 sources.

ii. With either method, the District will perform a price analysis, making an 
independent estimate of costs before receiving bids.
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3. The District will take affirmative steps to assure that minority businesses, 
women’s business enterprises, and labor surplus area firms are included in 
bidding opportunities.

4. A person may protest the veracity, conformity, or eligibility of a bid. The District 
will handle bid protests as follows:

a. Within 48 hours of the time bid results are available, the protesting person 
will submit a written protest to the Superintendent describing in detail the 
nature of the protest;

b. The Superintendent or designee will review the written protest, and the 
Superintendent may bring it to the Board’s attention in the Superintendent’s 
discretion;

c. A person’s failure to file a protest as described above is an irrevocable 
waiver of the bid protest; and

Nothing in this Policy reduces or eliminates the District’s rights or protections 
afforded under the law.

5. The District will retain all bids and formal bid solicitation documents for a period 
of 6 years after the bid opening date, or longer if required by law.

Legal authority: 2 CFR 200.1 et seq.; MCL 129.311 et seq.; MCL 380.1274; MCL 
388.1764c

Date adopted: December 13, 2021

Date revised:
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Series 3000: Operations, Finance, and Property

3300 Facilities, Real, and Personal Property

3301A Purchasing and Procurement with Federal Funds

This Policy applies to purchases of property and services with federal funds and subject 
to the Uniform Grant Guidance. All terms in this Policy have the same respective 
meanings as defined by federal regulation (2 CFR 200.1-99). 

A. State Law Requirements Still Apply

Bidding requirements under Policy 3301 and Policy 3306, as applicable, remain 
enforceable in addition to any requirements in this Policy.  

B. Procurement Methods

The District must use 1 of the following procurement methods that includes 
information sufficient to inform all potential bidders about the District’s technical, 
service, and bid procedure requirements:

1. Purchases up to $10,000 (micro-purchases)

a. To the extent District administration determines that the cost of the 
purchase is reasonable, micro-purchases may be made or awarded without 
bidding in accordance with this Policy. For purposes of this subsection, 
“reasonable” means the purchase is comparable to market prices for the 
geographic area.

b. To the extent practicable, the District will distribute micro-purchases 
equitably among qualified suppliers.

2. Purchases between $10,000 and $250,000 (small purchase procedures)

The District will use a bidding procedure in Policy 3301 subsection C.1., except 
that the District may use the bidding procedure in subsection B.1.a, above, for 
purchases up to the then-current state bid threshold published annually by 
MDE if the District satisfies the annual certification requirements of 2 CFR 
200.320(a)(1)(iv). 

3. Purchases over $250,000

a. The District must either receive sealed bids through formal advertising or 
prepare a comprehensive request for proposals and submit it to at least 5 
sources.

b. With either method, the District will perform a price analysis, making an 
independent estimate of costs before receiving bids.
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C. The District will take affirmative steps to assure that minority-owned businesses, 
women’s business enterprises, and labor surplus area firms are included in bidding 
opportunities.

D. A person may protest the veracity, conformity, or eligibility of a bid. The District will 
handle bid protests as follows:

1. Within 48 hours of the time bid results are available, the protesting person will 
submit a written protest to the Superintendent describing in detail the nature of 
the protest;

2. The Superintendent or designee will review the written protest, and the 
Superintendent may bring it to the Board’s attention in the Superintendent’s 
discretion; and

3. A person’s failure to file a protest as described above is an irrevocable waiver 
of the bid protest.

Nothing in this Policy reduces or eliminates the District’s rights or protections 
afforded under the law.

E. The District will retain all bids and formal bid solicitation documents for a period of 
6 years after the bid opening date, or longer if required by law.

Legal authority: 2 CFR 200.1 et seq.

Date adopted:

Date revised:
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Series 3000: Operations, Finance, and Property

1. 3300 Facilities, Real, and Personal Property

3302 Acquisition of Real Property

The Board may acquire real property for any purpose and through any means permitted 
by law.

A. Acquisition costs must be reasonable, as determined by the Board. Reasonable 
cost may not be the same as fair market value.

B. Subject to Board parameters and legal review, the Superintendent may obtain, 
negotiate, or modify transaction documents for any Board-authorized acquisition 
of real property.

C. The Board may meet in closed session to discuss the purchase or lease of real 
property as permitted by law.

D. When property is purchased, the District should provide written notice to the local 
tax assessor by December 31 that the property will be tax-exempt.

Legal authority: MCL 15.268; MCL 207.501 et seq., 207.521 et seq.; MCL 380.11a, 
380.553, 380.1225, 380.1351 et seq.; MCL 565.351 et seq.

Date adopted: December 13, 2021

Date revised:
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Series 3000: Operations, Finance, and Property

1. 3300 Facilities, Real, and Personal Property

3303 Gifts and Donations

The Board recognizes and appreciates the generosity and support it receives in the form 
of gifts, donations, and voluntary contributions (“Donations”) from individuals, companies, 
parent/guardian support groups, the community, and other donors.

The District requests that substantial Donations be accompanied by Form 3303-F Gifts 
and Donations. All Donations made for a particular purpose must be accompanied by 
Form 3303-F.

A. Accepting Donations

1. Donations accepted by the District will become public funds or public property 
unless an exception is provided under applicable law.

2. The Board authorizes the Superintendent or designee to accept Donations of 
personal property consistent with the District’s interests and objectives with an 
estimated fair market value of $4,999.9900 The Board retains authority, in its 
discretion, to accept Donations exceeding $5,000.00. The Board must approve 
all Donations of real property, regardless of value.

3. Donations must be lawful and support an educational purpose.

3.4. The Board must approve all Donations of real property, regardless of value.

4.5. Donations accepted by the District will be used for any specific purpose 
identified by the donor provided the purpose is lawful and consistent with the 
District’s interests and objectives. A donor may identify the specific purpose of 
the Donation and any other lawful conditions using the District 3303-F.

5.6. Except as required by law, the District does not have an obligation to 
replace a Donation that is lost, destroyed, or becomes obsolete.

B. Soliciting Donations

1. The District may solicit donations in accordance with law, which may include 
pursuing an exemptionf rom registration under the Charitable Organizations 
and Solicitations Act.

2. Any individual wishing to solicit donations on behalf of hte District must obtain 
prior written approval from the Superintendent or designee before representing 
any affiliation with the District. Unless otherwise agreed by the Superintendent 
or designee, the individual will be responsible for all costs and liability related 
to the solicitation and all received donations will become the District’s property.

B.C. Scholarships are governed by Policy 3207.
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C.D. A donor is solely responsible for any tax consequences related to a 
Donation.

Legal authority: MCL 123.905; MCL 400.271. et seq.

Date adopted: December 13, 2021

Date revised:
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Series 3000: Operations, Finance, and Property

3300 Facilities, Real, and Personal Property

3303-F Gifts and Donations Form

The Board of Education recognizes and appreciates the generosity and support it 
receives from individuals, companies, parent support groups, the community, and other 
donors (“Donors”).

The District is a tax-exempt organization that may receive charitable contributions under 
Internal Revenue Service (IRS) Code Section 170(c)(1). The District ismay not be a tax-
exempt organization under Section 501(c)(3). For additional information on deductions 
related to a donation (“Donation”) or charitable contribution, Donors are encouraged to 
consult with a tax professional. Donations to the District shall be treated as public funds 
to be used for a public and educational purpose in accordance with state and federal law. 
Donors may also donate directly to the District’s educational foundation, East Lansing 
Educational Foundation. The Foundation is a tax-exempt organization under Section 
501(c)(3).  

Donor Information

Name of Donor:

Contact Person:

Address:

Phone:  Email:

If the Donor is an internal support group operating within the District as described under 
Policy 3106, please provide the following information, if applicable:

Describe student group or club, activity, or event:
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Donation Information

School building associated with Donation:
Insert “district-wide” if not associated with a particular school building.

Please indicate type of Donation and complete the appropriate section that follows.
☐ Cash Donation
☐ Real Property
☐ Personal Property (e.g., equipment, supplies)
☐ Other (e.g., services, capital projects, or other construction):

Cash or Monetary Donation:

Amount of Donation: $

Do not attach checks to this Form. The District will provide notification of acceptance 
or, if unable to accept, notification ofincluding the reason for non-acceptance.

Personal Property:

Description of Personal Property:

Estimated fair market value: * $

Real Property and Capital Projects:

Description of Real Property:

Estimated fair market value: * $

Pursuant to Policy 3303, donations of real property require approval by the Board of 
Education. The Superintendent or designee will contact Donors desiring to gift real 
property or complete capital projects for additional documentation as identified in 
Policy 3303.
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Other:

Description:

* For specific information related to valuation, see IRS Publication 561, Determining the Value of Donated Property.
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Donation Purpose

Is the gift or donation for a specific purpose?  ☐ Yes   ☐ No
If yes, please describe the specific purpose (e.g., the District building, event or student 
club) as well as any other related details:

Is the Donation for the purchase of a gift or an award for recognition (e.g., volunteer 
services, student achievement, staff appreciation)?  ☐ Yes   ☐ No

If yes, please describe the purpose:

Do any other terms, conditions, or restrictions apply to the Donation?  ☐ Yes   ☐ No

If yes, please describe:

By signing this form, I understand and agree that:
The information provided is complete and accurate to the best of my knowledge and 
belief. I acknowledge that I have read and understand Board Policy 3303, Gifts and 
Donations, and understand that accepted Donations become public funds of the District 
unless a specific exception applies under law. Donor acknowledges that the District shall 
not be accountable to replace Donations that are lost, destroyed, or become obsolete. I 
further represent that I am an authorized representative of the Donor.

Signature:  Date:

Printed Name:

Title or Position (if Donor is other than an individual):

For Internal Use

 ☐ Accepted ☐ Not Accepted Date:

 Signature of Superintendent or Designee:

 ☐ Donor Contacted by:
staff member name

Date:

 If approved by Board, date of Board meeting:
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 [Optional: Provide a link to PDF version of Form on District letterhead]
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Series 3000: Operations, Finance, and Property

1. 3300 Facilities, Real, and Personal Property

1. 3304 Use of District Property

A. Definitions

1. “Non-curricular education group” means a non-student group comprised of a 
substantial number of District students organized for the general benefit of 
students, such as Boy Scouts, Girl Scouts, 4-H, and other similar groups.

2. “Non-student group” means any group or persons, other than a student group, 
who requests to use District facilities and are supervised by at least 1 adult 
responsible for the group.

3. “Student group” means 1 or more students participating in District-sponsored 
curricular or extracurricular activities supervised by District personnel, such as 
an athletic team, student council, academic team, or student club.

B. General Facilities Use Guidelines

1. Rental fees for District facilities and equipment will be set by the Superintendent 
or designee.

2. Any person or group using District facilities must maintain order and safety, 
protect property, and restore the facilities to their condition before use.

3. The District may seek reimbursement from a user of its facilities for any costs 
the District incurs in opening, restoring, or cleaning such facilities.

4. The Superintendent or designee may deny a request to use the District’s 
facilities or equipment if the Superintendent or designee believes that the 
person or group does not have sufficient financial resources to cover costs 
required by this Policy or is unwilling to pay them.

5. No person or group using District facilities under this Policy may charge a fee 
for admission or parking unless approved in writing in advance by the 
Superintendent or designee.

6. Any person or group using the District’s facilities for any purpose must comply 
with all applicable laws, Board Policies, rules, and regulations.

7. For a non-student group that wishes to use a facility, a supervising adult must 
submit a written facility use request to the Superintendent or designee. The 
request, applicable rental fee, and other required documents must be received 
by the Superintendent or designee before any facility use will be considered. 
The supervising adult assumes primary responsibility for complying with 
subsection B.2.

8. Leasing District property is addressed in Policy 3305.
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C. Use of District Facilities by Student Groups

1. The applicable building principal may determine the time and place of a student 
group’s use of available District facilities.

2. Student groups may use available District facilities without charge.

3. The District may bear any costs associated with use by a student group (e.g., 
fees paid to a cook or a custodian).

4. Student groups have priority to use District facilities over non-student groups.

D. Use of District Facilities by Non-Student Groups

1. The Superintendent or designee may authorize or limit the use of District 
facilities by non-student groups consistent with this Policy and applicable law.

2. When any non-student group requests to use District facilities, the group may 
be required to provide proof of insurance, naming the District as an additional 
insured, with coverage acceptable to the Superintendent or designee.

3. Use must occur while the facility is available, with minimal interference to 
scheduled activities, custodians, or other student and personnel facility use.

4. The facility use will occur at times and places determined by the Superintendent 
or designee.

5. If non-student groups are authorized to use District facilities, the 
Superintendent or designee will prioritize their use in the following order:

a. non-curricular education groups or community groups solely or jointly 
supporting the District (e.g., booster clubs, PTO);

b. government organizations within the District’s geographic boundaries;

c. non-profit organizations whose activities are open to the general public and 
serve the community; and

d. all other non-student groups.

The Superintendent or designee has sole discretion to determine the 
classification of a non-student group.

6. The District’s facilities are not public fora and a non-student group’s access to 
such facilities does not create a public forum.

7. Denial of access

a. The Superintendent or designee may reject a non-student group’s request 
to use District facilities if the group’s use of the facilities is for a commercial 
purpose. A booster club or other organization raising money purely for the 

62



1. 3304 Use of District Property

Page 3

© 20220 

support of a student group and not for personal profit is not considered a 
commercial purpose.

b. The Superintendent or designee may lawfully restrict, exclude, or impose 
conditions on a person inappropriately using District facilities or violating 
this Policy. A person who refuses to comply may be considered a 
trespasser.

E. Use of Specialty Facilities by Application and Agreement

1. The District permits non-commercial use of the following facilities by persons 
for their personal health and wellness: weight room, tack, and associated 
locker-room facilities (the “Specialty Facilities''). The District may authorize use 
of the Specialty Faciliites on an (annual/a semi-annual/a monthly) basis on 
conditions determined by the Superintendent or designee, which may include 
a waiver and use agreement.

2. A person using the Specialty Facilities must comply with applicable provisions 
of this Policy.

3. A person failing or refusing to abide by this Policy may lose the privilege of 
using the Specialty Facilities.

4. Users of Specialty Facilities acknowledge that they have reduced privacy rights 
while on District property and that lockers may be subject to search by District 
officials.

E.F. Using District Personal Property

1. A person may use District personal property for non-school use only with the 
prior permission of the Superintendent or designee.

2. The District may seek reimbursement from a user of its personal property for 
any costs the District incurs in repairing or replacing such personal property.

Date adopted: December 13, 2021

Date revised:
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Series 3000: Operations, Finance, and Property

2 3300 Facilities, Real, and Personal Property

3305 Sale or Lease of District Property

The District may, in accordance with applicable law, sell, lease, or otherwise convey 
(each, a “transfer”) its property, whether real or personal. Subject to Board parameters 
and legal review, the Superintendent may obtain, negotiate, or modify transfer documents 
for any Board-authorized transfer of District property.

A. The District may consider both solicited and unsolicited offers to transfer its 
property. The District may market its property through any lawful process, including 
employing a real estate broker, publicly listing the property for a specific price, 
soliciting bids, or holding an auction.

B. The Superintendent or designee will contact the District’s financial advisor or legal 
counsel to investigate any tax consequences from the transfer of District property 
financed with tax-exempt obligations.

C. Except for a transfer in subsection D, Tthe District may only transfer its property in 
exchange for fair value, which value may be non-monetary  deemed fair by the 
Board. An appraisal may be obtained but is not required.

C. The District may transfer real property to a publi entity for less than fair value if the 
property is subject to a lawful public purpose deed restriction.

D. The District may not impose a deed or use restriction that is prohibited by law.

E. The transfer of District real property is exempt from transfer tax.

Legal authority: Const 1963, art 9, § 18; MCL 123.1045; MCL 207.505, 207.526

Date adopted: December 13, 2021

Date revised: 
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2 3300 Facilities, Real, and Personal Property

3306 Construction Bidding

The Board will comply with applicable laws and this Policy for the construction of a new 
school building or an addition to or repair or renovation of an existing school building (a 
“Construction Project”).

A. When Competitive Bidding is Required

1. The District must competitively bid all labor and material for a Construction 
Project if the project cost exceeds the then-current state bid threshold 
published annually by MDE (the “Bid Threshold”).

2. The District does not need to competitively bid a:

● Construction Project costing less than the Bid Threshold;

● contract for repairs in emergency situations;

● repair normally performed by District employees; or

● professional consultant contract.

B. Bidding Procedure

1. If competitive bidding is required, the District must follow the bidding procedure 
prescribed by Revised School Code Section 1267 and award contracts to the 
lowest responsible bidder.

2. To determine whether a bidder is a responsible bidder, the District may 
consider the factors enumerated in Policy 3301 subsection C.3.b.

3. If competitive bidding is not required, the District may use any lawful means to 
procure contracts.

4. Each bidder must certify that it is not an Iran-linked business as defined by 
MCL 129.312.

C. Alternates

1. Bid specifications may require bidders to submit bids with mandatory alternates 
or allow bidders to submit voluntary alternates; provided, however, that no 
voluntary alternate may change the nature of the work.

2. The Board, in its discretion, may award bids based on allowable alternates.

D. Michigan Business Preference
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For any Construction Project, the District may apply a preference to a Michigan-
based business as described in Policy 3301.

E. Construction Bidding Using State Aid Act Funds

The purchase of property and services made with state aid must comply with the 
requirements described in Policy 3301 subsection D.

F. Construction Bidding Using Federal Funds

The purchase of property and services made with federal funds subject to the 
Uniform Grant Guidance are also governed by Policy 3301A.

Legal authority: MCL 129.311 et seq.; MCL 380.1267

Date adopted: December 13, 2021

Date revised:
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1. 3300 Facilities, Real, and Personal Property

3307 Construction Administration

This Policy sets forth procedures and requirements for District building and site 
improvements. Bidding requirements for construction appear in Policy 3306.

A. Plan Review

1. Before commencing construction, the District, or an authorized agent on the 
District’s behalf, will submit project plans and specifications to the Michigan 
Bureau of Construction Codes Plan Review Division.

2. Alternatively, the District may submit the plans and specifications to the 
applicable local building department if the Board and the municipality’s 
governing body have properly certified that full-time code officials, inspectors, 
and plan reviewers registered under the Skilled Trades Regulation Act will 
conduct plan reviews and inspections. In that situation, the District must also 
submit the plans and specifications to the Bureau of Fire Safety. 

3. If the District has or anticipates constructing such a high school: In accordance 
with Revised School Code Section 1263, before building a new high school or 
expanding a high school by at least 20% of its existing square footage, the 
District, or an authorized agent on the District’s behalf, will submit the site plan 
to the local zoning authority for administrative review.

4. Before the District commences new construction or major renovation of a 
school building or athletic facility, the Superintendent or designee will consult 
with the law enforcement agency that will be the first responder for that building 
or facility about safety issues.

B. Professional Consultants

1. If the total cost of a school building construction project will be $15,000 or more:

a. a Michigan-licensed architect or professional engineer must prepare the 
plans and specifications; and

b. a qualified person or firm must supervise construction as provided in MCL 
388.851.

2. The District may hire a construction manager for any project. If the construction 
manager also performs construction, either directly or by assuming 
responsibility for the work of other contractors (e.g., construction manager as 
constructor):

a. the construction manager may not supervise such construction under MCL 
388.851; and
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b. the District must still bid the project as required by law.

C. Payment and Performance Bonds

1. For all contracts described in MCL 129.201 that exceed $50,000, the principal 
contractor must procure performance and payment bonds in accordance with 
law.

2. Unless the Superintendent or designee determines otherwise, the District 
requires payment and performance bonds to be 100% of the contract sum.

3. The responsibility for procuring payment and performance bonds rests solely 
with the contractor. The District has no duty to ensure that a contractor has 
procured a payment or performance bond. 

Legal authority: MCL 129.201 et seq.; MCL 339.6001 et seq.; MCL 380.1263, 380.1264; 
MCL 388.851 et seq.

Date adopted: December 13, 2021

Date revised:
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1. 3300 Facilities, Real, and Personal Property

3308 Distribution of Printed Material and Advertising in School

District facilities may be used to advertise or distribute printed information for commercial 
or promotional purposes (“Advertisement”) in accordance with this Policy. An approved 
Advertisement does not reflect the District’s approval or endorsement of any product, 
organization, service, or issue referenced in the Advertisement. An advertisement does 
not include public recognition or commemoration of District or student organization donors 
and sponsors.

A. General Restrictions on Advertisements

1. No Advertisement may:

● violate law or Policy or urge a violation of law or Policy;

● lie or mislead;

● advocate the use, or advertise the availability, of tobacco 
(including e-cigarettes), alcohol, cannabis/marijuana, illegal 
drugs, or related paraphernalia;

● contain a statement or image that describes or displays 
profanity, pornography, sexual activity, nudity, violence, 
serious injuries, or corpses;

● incite violence or advocate the unlawful use of force;

● invade a person’s privacy;

● violate a trademark, copyright, patent, or other intellectual 
property right;

● include material inappropriate for the maturity level of the 
students exposed to the Advertisement; or

● create a likelihood of a material and substantial disruption.

2. The District may regulate Advertisement content within legally permitted 
parameters.

3. The District may determine the size, location, and times of display of all 
Advertisements.

B. Student Group Advertisements Advertisements of Student Groups
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1. A student group is 1 or more students participating in District-sponsored 
curricular or extracurricular activities supervised by District personnel, such as 
an athletic team, student council, academic team, or student club.

2. A student group may use District facilities for that group’s Advertisements with 
the prior approval of the applicable building principal or designee.

3. A non-student group Advertisement that appears within materials produced or 
distributed by a student group (e.g., yearbooks, student newspapers, and 
athletics or student club publications) is considered a non-student group 
Advertisement. 

C. Non-Student Group Advertisements

1. A non-student group Advertisement is any Advertisement that is not considered 
a student group Advertisement or District speech.

2. A non-student group Advertisement must: 

● include a statement explaining that the group is not affiliated 
with, or endorsed by, the District;

● receive prior approval from the Superintendent or designee; 
and

● be subject to a written contract with the District describing 
each party’s obligations and rights.

3. A non-student group Advertisement, if approved, does not create a forum for 
speech or expression. 

D. School Bus Advertisements

1. An Advertisement may not appear on the exterior of a school bus.

2. The District may allow an Advertisement in a school bus interior to the extent 
consistent with MDE’s “Advertising Inside School Buses” guidelines: 
https://www.michigan.gov/documents/mde/Advertising_Inside_School_Buses
_325476_7.pdf. A school bus Advertisement is otherwise subject to the same 
restrictions and approval procedures as other Advertisements.

E. District Speech

An Advertisement does not include material used to promote, inform, or collect 
funds for a product or service the District uses or authorizes in the performance of 
its educational operations, regardless of whether the product or service is provided 
by a non-student group. That material is considered the District’s speech. 
Examples include, but are not limited to, material distributed by District vendors 
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whose products or services the District uses or encourages students or staff to 
use.

Legal authority: MCL 257.1833

Date adopted: December 13, 2021

Date revised:
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3400 School Safety and Security

3409 Intentionally Left Blank Face Mask Requirement 

Pursuant to the Ingham County Health Department Order dated September 7, 2021 
(“Order”), the District must ensure that face masks are consistently and properly worn 
over the nose and mouth as outlined below. This Policy may be implemented and 
enforced by any reasonable and necessary enforcement procedure. 

A. Face Mask Use

1. All students in grades Pre-K through 12 must wear a face mask when indoors 
at a District building or structure, regardless of the student’s vaccination status. 

2. All persons providing service to any student in grades Pre-K through 12 and all 
persons providing service to students identified as medically fragile, regardless 
of age, must wear a face mask when indoors at a District building or structure, 
regardless of the person’s vaccination status.

B. Posting and Distribution

The Superintendent or designee is directed to post the Order and maintain the 
posting of the Order at the entrance to all District buildings. The Superintendent or 
designee is directed to distribute the Order to all District employees and 
contractors and document this distribution.

C. Exemptions from Face Mask Requirement

A face mask is not required under this Policy in the following circumstances:

a.   Persons in the act of eating, drinking or napping. 

b. Persons under the age of four years; however, supervised masking is 
recommended for children who are at least two years of age. 

c. Persons with developmental conditions of any age attending school for whom it 
has been demonstrated that the use of a face covering would inhibit the person's 
access to education. These are limited to persons with an Individualized Education 
Plan, Section 504 Plan, Individualized Healthcare Plan or equivalent.

d. Vaccinated teachers who are working with children who are hard of hearing or 
students with developmental conditions who benefit from facial cues. 

e. Persons who have a medical contraindication confirmed in writing from a 
Medical Doctor (MD) or Doctor of Osteopathic Medicine (DO) currently licensed to 
practice medicine in the State of Michigan.

f. Persons who are participating in a testing program specified in the ICHD 
publication entitled Athletic and Performance Guidance for Schools issued 
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November 8, 2021, and are engaged in practice, competition, or performance 
where the wearing of a mask would be unsafe.  

https://hd.ingham.org/Portals/HD/Home/Documents/cd/coronavirus/EOSept2-
2021-2.pdf 

D. Duration

This Policy will remain in effect until the Order has been rescinded by the Ingham 
County Health Department.

Legal authority: 42 USC 12101 et seq.; MCL 37.1101 et seq.; MCL 380.11a; MCL 
333.2255, 333.2226, 333.2451, 333.2453; R. 325.175(4)

Date adopted: December 13, 2021

Date revised: 
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Series 4000: District Employment

1. 4100 Employee Rights and Responsibilities

1. 4101 Non-Discrimination

A. Equal Employment Opportunity

The District is committed to equal employment opportunity and compliance with 
federal, state, and local laws that prohibit workplace discrimination, unlawful 
harassment, and unlawful retaliation based on any protected class or activity. This 
Policy applies to all aspects of employment, including recruiting, advertising, hiring, 
training, job placement, evaluation, classification, promotion, transfer, work 
assignment, compensation, benefits, discipline, demotion, termination, reduction 
in force, recall, and any other term or condition of employment.

This Policy prohibits discrimination against employees or applicants for 
employment based on the following protected classes: race, color, national origin, 
ethnicity, religion, sex (including pregnancy, gender identity, gender expression, 
and sexual orientation), height, weight, marital status, age, disability, genetic 
information, veteran status, military service, or any other legally protected class. 
This Policy also prohibits unlawful retaliation based on a protected activity.

The District prohibits unlawful employment discrimination as required by applicable 
civil rights statutes, including:

● Title VI of the Civil Rights Act of 1964, which prohibits 
discrimination based on race, color, religion, or national origin;

● Title VII of the Civil Rights Act of 1964, which prohibits 
discrimination based on race, color, religion, sex, or national 
origin;

● Title IX of the Education Amendments of 1972, which prohibits 
discrimination based on sex;

● Age Discrimination in Employment Act of 1967 (ADEA), which 
prohibits discrimination based on age as to persons who are 
at least 40 years old;

● Equal Pay Act of 1963, which prohibits sex discrimination in 
payment of wages for persons performing substantially equal 
work in the same establishment;

● Section 504 of the Rehabilitation Act of 1973 (Section 504), 
which prohibits discrimination based on disability;

● Americans with Disabilities Act of 1990 (ADA), which prohibits 
discrimination against qualified persons with disabilities in 
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employment, public service, public accommodations, and 
telecommunications;

● Family and Medical Leave Act of 1993 (FMLA), which requires 
covered employers to provide up to 12 work weeks of unpaid, 
job-protected leave to eligible employees for certain family, 
military, and medical reasons, and up to 26 work weeks to 
care for a covered service member with a serious injury or 
illness;

● Pregnancy Discrimination Act of 1978, which prohibits 
discrimination based on pregnancy, childbirth, or related 
medical conditions;

● Genetic Information Non-Discrimination Act of 2008 (GINA), 
which prohibits discrimination based on genetic information as 
to health insurance and employment;

● Uniformed Services Employment and Reemployment Rights 
Act of 1994 (USERRA), which provides job protection and 
reemployment rights to individuals who voluntarily or 
involuntarily leave employment to undertake military service, 
including military reservists and National Guard members 
called to duty;

● Michigan Elliott-Larsen Civil Rights Act of 1976 (ELCRA), 
which prohibits discrimination based on race, color, national 
origin, age, sex (including pregnancy), religion, height, weight, 
or marital status;

● Michigan Persons with Disabilities Civil Rights Act of 1976 
(MPDCRA), which prohibits discrimination against qualified 
persons based on disability that is unrelated to that person’s 
ability to perform the duties of a particular position or genetic 
information;

● Michigan Equal Pay Act, which prohibits discriminatory wage 
practices based on sex; and

● Public Employment Relations Act of 1947 (PERA), which 
prohibits a public employer from discriminating against an 
employee based on membership or non-membership in a 
labor organization.

● Michigan Whistleblower Protection Act of 1980, which 
protects employees who report a violation of state, local, or 
federal law and employees who participate in hearings, 
investigations, or court actions.
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B. Reporting Requirements

Any employee who believes he/she has been subjected to behavior that violates 
this Policy must file a complaint using the Employment Complaint Procedure in 
Policy 4104. If Title IX sexual harassment is alleged, the procedures set forth in 
Policy 3118 should be followed. 

Employees with questions about compliance with this Policy and applicable laws 
should contact the Superintendent or the Employment Compliance Officer(s).

Board members, administrators, and supervisors must promptly report incidents of 
unlawful discrimination and retaliation. This duty to report applies to unlawful 
discrimination and retaliation that the Board member, administrator, or supervisor 
observes or about which he/she receives information.

Board members, administrators, or supervisors who receive a complaint alleging 
a violation of this Policy must promptly report the complaint, in writing, to the 
Employment Compliance Officer(s).

A failure to comply with reporting requirements may result in discipline, including 
discharge.

C. Employment Discrimination Compliance Training

The District will train administrators, supervisors, and the Employment Compliance 
Officer(s) on how to address and investigate discrimination and retaliation 
complaints.

The District may also provide discrimination and retaliation training to Board 
members and employees.

Training may be provided by an outside entity or person approved by the District.

Legal authority: 20 USC 1681 et seq.; 29 USC 206 et seq., 701 et seq., 2601 et seq.; 
38USC 4301 et seq.; 42 USC 2000d et seq., 2000e et seq., 2000ff et 
seq., 12101 et seq.; MCL 37.1101 et seq., 37.2101 et seq.; MCL 423.201 
et seq.; MCL 750.556

Date adopted: December 13, 2021

Date revised:
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1. 4100 Employee Rights and Responsibilities

1. 4102 Anti-Harassment, Including Sexual Harassment

A. Policy Statement

Employees will have the opportunity to work in an atmosphere free from unlawful 
harassment, including sex-based harassment, as defined by state, federal, and 
local laws. The District prohibits quid pro quo and hostile work environment 
harassment.

The District will promptly and thoroughly investigate complaints pursuant to Policy 
4104 alleging unlawful harassment and take appropriate action, including 
discipline, against any person found to have violated this Policy. Investigation 
determinations will be based on a preponderance of the evidence.

Unlawful harassment is strictly prohibited. This Policy applies to employee conduct 
perpetrated against students, other employees, parents/guardians, officers, Board 
members, agents, contractors, volunteers, and members of the public. Although 
Title VII sexual harassment falls within this Policy, Title IX sexual harassment does 
not. For the District’s Policy on Title IX sexual harassment, see Policy 3118

This Policy applies to unlawful conduct related to work in any way, regardless of 
location.

B. Unlawful Employment Harassment Definition

Except with regard to Title IX sexual harassment, the following definitions apply:

1. “Quid pro quo” harassment occurs when a supervisor requires sex, sexual 
favors, or sexual contact from an employee or job candidate as a condition of 
employment and where:

a. submission to that conduct or communication is made a term or condition, 
either explicitly or implicitly, to obtain or maintain employment; or

b. submission to or rejection of that conduct or communication is used as a 
factor in a decision affecting a person’s employment.

2. “Hostile work environment” harassment is unwelcome verbal, visual/written, or 
physical conduct towards an employee because of the employee’s race, color, 
national origin, ethnicity, religion, sex (including pregnancy), height, weight, 
marital status, gender identity, age, sexual orientation, gender expression, 
disability, genetic information, veteran status, military service, or any other 
protected class and that has:
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a. the purpose or effect of creating an intimidating, hostile, or offensive work 
environment;

b. the purpose or effect of unreasonably interfering with an employee’s work; 
or

c. an adverse impact on a person’s employment opportunities.

Hostile work environment harassment is unlawful where it is based on an 
employee’s protected class and the offensive conduct becomes a condition of 
continued employment or the conduct is sufficiently severe or pervasive to 
create a work environment that a reasonable person under the totality of 
circumstances would consider intimidating, hostile, or offensive.

3. Examples of conduct that may constitute unlawful sexual harassment include:

a. Verbal: Unwelcome comments, including: the use of derogatory, sexually 
suggestive, or vulgar language; the use of sexual innuendo; unwelcome 
advances or repeated requests for dates or sexual favors; threats based on 
or motivated by a person’s sex; demanding or pressuring another person to 
submit to sexual requests or advances to attain academic or professional 
achievement; threatening another person’s academic or professional 
reputation if that person does not submit to sexual requests or advances; or 
any other similar behavior.

b. Visual/Written: Subjecting another person to sexually suggestive, 
pornographic, or obscene images, text, or cartoons, including by electronic 
mail, text message, letter, or any other medium; the use of obscene 
gestures toward or around another person; leering at another person; or 
any other similar behavior.

c. Physical: Unwanted kissing, touching, patting, hugging, pinching, or any 
other unwanted physical contact; impeding another person’s normal 
movements; stalking, assault, or battery based on the victim’s sex; any 
other physical interference with another person based on that person’s sex; 
or any other similar behavior.

C. Unlawful Retaliation

C. Unlawful retaliation against a complainant, witness, or other investigation 
participant is prohibited. Any person who unlawfully retaliates is subject to 
discipline, including discharge. A person who knowingly flies a materially false 
complaint or makes a materially false statement is subject to discipline, including 
discharge.

D. Reporting Requirements

Board members, administrators, and supervisors must promptly report incidents of 
unlawful harassment and retaliation. This duty to report applies to unlawful 
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harassment and retaliation that the Board member, administrator, or supervisor 
observes or about which he/she receives information.

Board members, administrators, or supervisors who receive a complaint alleging 
a violation of this Policy must promptly report the complaint, in writing, to the 
Employment Compliance Officer(s).

A failure to comply with reporting requirements may result in discipline, including 
discharge.

Legal authority: 20 USC 1681 et seq.; 29 USC 621 et seq.; 42 USC 1983, 2000d et seq., 
2000e et seq., 2000ff et seq., 6101 et seq., 12101 et seq.; 29 CFR 1604.1 
et seq., 1635; 34 CFR 106.8, 106.9; MCL 37.1101 et seq., 37.2101 et 
seq.; MCL 380.1300a

Date adopted: December 13, 2021

Date revised:

79



© 20220 

Series 4000: District Employment

1. 4100 Employee Rights and Responsibilities

1. 4103 Whistleblowers’ Protection

An employee shall report, on his/her own behalf or on behalf of another employee, a 
violation or a reasonably suspected violation of a federal, state, or local law, regulation, 
or rule to the employee’s supervisor or the Employment Compliance Officer(s). Reports 
must be made in good faith. An employee who makes or is about to make a report in good 
faith and in compliance with this Policy will not be discharged, subject to adverse 
employment action, or subject to other discrimination or retaliation.

If the employee’s supervisor is the subject of the violation or suspected violation, the 
employee must report to the Employment Compliance Officer(s) or the Superintendent. If 
the Employment Compliance Officer(s) or the Superintendent is the subject of the 
violation or suspected violation, the employee must report to the President. If the 
President is the subject of the violation or suspected violation, the employee must report 
to the Vice President.

A report must be promptly submitted in writing pursuant to Policy 4101. The investigation 
of the alleged violation will be performed by an impartial investigator. The investigation 
may be referred to a third party investigator.

Legal authority: MCL 15.361 et seq.

Date adopted: December 13, 2021

Date revised:
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1. 4100 Employee Rights and Responsibilities

1. 4105 Workplace Accommodations for Employees and 
Applicants with Disabilities

The District complies with the ADA, Section 504, the MPDCRA, and other federal, state, 
and local laws that prohibit discrimination in employment against qualified persons with 
disabilities. The District does not unlawfully discriminate against otherwise qualified 
employees or applicants for employment with a physical or mental impairment that 
substantially limits one or more major life activities, those regarded as having a disability, 
or those with a record of a disability.

An applicant or employee with a disability, like all other applicants and employees, must 
meet the District’s requirements for the job, including education, training, employment 
experience, skills, or licenses/certifications. An applicant or employee with a disability 
must be able to perform the job’s essential functions with or without reasonable 
accommodation(s). After an applicant has been given a conditional job offer, the District 
may ask disability-related questions about the applicant’s ability to perform the essential 
functions of the position with or without reasonable accommodation.

An employee who requires a reasonable accommodation to perform essential job 
functions must promptly inform the employee’s supervisor or the Superintendent or 
designee. An applicant who requires a reasonable accommodation to perform essential 
job functions must promptly inform the Superintendent or designee after receiving a 
conditional offer of employment. A reasonable accommodation is defined as a change in 
the work environment or in the methods of performing work to enable an otherwise 
qualified applicant or employee to perform the essential job functions of a position and to 
enjoy equal employment opportunities.

Upon receipt of an accommodation request, the District will begin the interactive process 
with the employee or applicant to consider reasonable accommodation options consistent 
with the ADA, Section 504, and the MPDCRA.

Reasonable accommodation requests that do not pose a direct threat to health or safety 
or cause undue hardship, as defined by law, will be considered for qualified applicants or 
employees with a physical or mental impairment that substantially limits one or more 
major life activities.

After considering the relevant medical information, essential job functions, and the 
applicant’s or employee’s requested accommodations, the District will, as appropriate, 
implement reasonable accommodations that do not pose a direct threat to health or safety 
or cause an undue hardship. The District is not obligated to adopt the applicant’s or 
employee’s specific accommodation request.

The District may engage or re-engage in the interactive process, as necessary.
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The District may require a medical statement supporting the requested accommodation. 
The District may also require an employee to undergo an independent medical 
examination, limited to the accommodation request, at the District’s expense. Medical 
information will be kept confidential.

Reasonable accommodation of a disability with a limited duration may be provided.

An applicant or employee who believes he/she has been discriminated against under this 
Policy must promptly file a complaint using the Employment Complaint Procedure in 
Policy 4104.

A qualified applicant or employee with a disability who needs a reasonable 
accommodation to attend or participate in a public Board meeting may request an 
accommodation under Policy 2501.

Legal authority: 29 USC 701 et seq.; 42 USC 12101 et seq.; 29 CFR 1630; 34 CFR 104; 
MCL 37.1101 et seq., 37.2101 et seq.

Date adopted: December 13, 2021

Date revised:
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Series 4000: District Employment

1. 4100 Employee Rights and Responsibilities

1. 4108 Union Activity and Representation

The District will not engage in any of the following:

● interfere with, restrain, or coerce employees in the exercise of their rights under 
the Public Employment Relations Act (PERA);

● discriminate in regard to hire, terms, or other conditions of employment based on 
membership or non-membership in a labor organization; or

● discriminate against an employee because he/she has given testimony or 
instituted proceedings under PERA.

An employee who is subject to an investigatory interview that may result in discipline or 
reasonably believes that an investigatory interview may result in discipline may bring to 
the investigatory meeting another employee, or a union representative, if the employee 
is in an exclusively represented bargaining unit. If the employee’s union representative of 
choice is not immediately available, the investigatory meeting need not be delayed and 
may proceed with another representative present.

The District may permit a union representative to attend other meetings, but is not 
obligated to do so unless required by law or by an applicable collective bargaining 
agreement. District administration is not required to inform an employee of the right to 
union representation.

An employee is not entitled to have legal representation present at an employment-
related meeting with District administration, unless the Superintendent or designee gives 
prior permission.

Legal authority: MCL 423.209, 423.210; NLRB v J Weingarten, Inc, 420 US 251 (1975)

Date adopted: December 13, 2021

Date revised:
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Series 4000: District Employment

1. 4100 Employee Rights and Responsibilities

1. 4109 Break Time for Nursing Mothers to Express Milk

The District will provide reasonable break time for a non-exempt (hourly) employee to 
express milk for their nursing child in a place, other than a bathroom, that is shielded from 
view and free from intrusion by co-workers and the public for 1 year after the child’s birth 
or additional time may be granted for appropriate cause as determined by the 
Superintendent or designee. The break time for this purpose may be unpaid unless the 
non-exempt employee uses paid break time to which they are otherwise entitled under 
an applicable collective bargaining agreement, individual employment contract, or 
employee handbook.

Legal authority: 29 USC 207(r)

Date adopted: December 13, 2021

Date revised:
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1. 4100 Employee Rights and Responsibilities

1. 4111 Professional Development

A. General

For purposes of this Policy, “day” is defined as at least 6 hours and “year” is defined 
as July 1 to June 30.

B. Teachers

The District provides professional development for teachers in compliance with 
state law. At the District’s discretion and consistent with state law, professional 
development hours may be counted as student instructional hours, although the 
instructional calendar may be extended if necessary for the District to receive full 
state aid under federal or state law. To facilitate professional development, the 
District may provide a substitute, reimburse conference expenses or registration 
fees, or provide released time for attendance. Professional development may 
include working in professional learning communities or examining student data.

The District must document the following information:

● dates when professional development was provided;

● beginning and ending times; and

● topic(s) presented to participating teachers on each date.

The Superintendent or designee has the discretion to select topics for professional 
development. For each day that professional development is provided, the District 
must retain at least one of the following:

● sign-in/out sheet;

● attendance log;

● flyer/nNotices announcing the event;

● agenda/mMeeting minutes;

● travel voucher(s);

● food receipt(s); or

● District calendar (dates indicated).

The District will record teacher attendance, including probationary teachers, at 
professional development on the prescribed form published by MDE or a modified 
form designed to assist teachers with tracking their professional development for 
teacher certification renewal.
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In addition to the State-mandated professional development, the District is required 
by state law to provide 15 days of professional development to new teachers in 
their first 3 years of classroom teaching. Professional development should, where 
appropriate, align with the teacher’s individual development plan.

C. Professional Staff

Professional staff are to participate in professional development as required under 
state law or the respective professional standards consistent with the 
professional’s position. Professional development may be on a local, state, or 
national level. Superintendent or designee pre-approval is required before 
attending professional development.

D. Maintaining Certifications and Licenses

Teachers, Non-Teaching Professionals, Administrators, and the Superintendent 
must comply with professional development or continuing education obligations to 
maintain certifications or licenses, including the payment of any related fees. The 
District is not obligated to notify professionals that certifications or licenses are 
expiring.

E. Other Employees

The District may offer in-services or training on a mandatory or voluntary basis to 
other employees. If a training is mandated, employees will be paid and, if 
applicable, released for that time. If the District employs bus drivers, bus drivers 
will be paid for training time to keep a commercial driver’s license (CDL) current.

Legal authority: MCL 257.312e, 257.1801 et seq.; MCL 380.1231, 380.1233, 380.1233a, 
380.1233b, 380.1233c, 380.1246, 380.1526, 380.1527, 380.1531, 
380.1536; MCL 388.1674, 388.1763

Date adopted: December 13, 2021

Dated revised:
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1. 4200 Employee Conduct and Ethics

1. 4201 Employee Ethics and Standards

Employees must act professionally and model high standards of behavior at all times. 
Employees shall perform their respective duties and responsibilities in a professional 
manner, using appropriate judgment. Employees must maintain a standard of behavior 
that reflects positively on their status as District representatives in the community and is 
consistent with the Michigan Code of Educational Ethics, which is incorporated herein by 
reference. See:

https://www.michigan.gov/documents/mde/Code_of_Ethics_653130_7.pdf

If an employee is uncertain as to a potential course of conduct, the employee should seek 
advice from a supervisor before proceeding.

A. Employee Ethical Conduct

Employees must exercise objectively sound and professional judgment when 
engaging with students, parents/guardians, colleagues, administrators, Board 
members, and community members. This standard extends to employee conduct 
on and off school property. Ethical behavior generally includes, but is not limited 
to:

1. supporting the physical and emotional welfare and safety of students, 
parents/guardians, colleagues, administrators, Board members, and 
community members;

2. complying with federal and state law;

3. competently and appropriately performing duties and responsibilities for 
which the employee is trained or assigned;

4. assigning tasks to District personnel who are qualified and hired to perform 
the assigned task;

5. refraining from unlawful discrimination, including unlawful harassment, and 
retaliation as defined by Policy;

6. immediately reporting suspected child abuse or neglect;

7. maintaining confidential information, including student, medical, personnel, 
financial, and security information, as protected by statute;

8. appropriately using District funds, resources, and technology;

9. maintaining consistent and reliable work attendance, unless excused by the 
employee’s supervisor or the Superintendent or designee, as applicable;
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10.engaging in activities or behaviors that enhance the operational and 
instructional environment;

11.professionally communicating with students, parents/guardians, 
colleagues, Board members, and community members, including through 
electronic means;

11.12. Completing time and effort reporting under 4201-AG;

12.13. abiding by professional, ethical, and licensing standards established 
by relevant governmental agencies, professional licensing boards, and 
professional associations, including the Michigan State Board of Education; 
and

13.14. self-reporting a criminal charge and plea or conviction, as required 
by law.

B. Conflict of Interest

Employees shall perform their duties and responsibilities free from a prohibited 
conflict of interest, unless authorized by the Board or designee. Prohibited conflicts 
of interest include, but are not limited to:

1. soliciting or accepting anything of value (such as a gift, loan, contribution, 
or reward), other than compensation received from the District in exchange 
for services provided to the District, that would influence the employee’s 
judgment when performing the employee’s duties;

2. using public funds to purchase alcoholic beverages, jewelry, gifts, fees for 
golf, or any item the purchase of which is illegal, except as consistent with 
and permitted by Policy 3205 and Revised School Code Section 1814;

3. using or authorizing the use of the employee’s public employment or any 
confidential information received through public employment to obtain 
personal, professional, political, or financial gain other than compensation 
received from the District in exchange for services provided to the District 
for the employee or a member of the employee’s immediate family, or a 
business with which the employee is associated;

4. using or authorizing the use of District personnel, resources, property, or 
funds under the employee’s care and control other than in accordance with 
prescribed constitutional, statutory, and regulatory procedures, or using 
those items for personal, professional, political, or financial gain;

5. providing private services, lessons, tutoring, or coaching for students 
assigned to the employee for additional remuneration, except as permitted 
by Policy 4214;
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6. engaging in any activity of a sexual or romantic nature with another 
employee(s) or contractor(s) that the employee supervises, unless the 
individuals are engaged to be married, married, or cohabitating;

5.7. engaging in any activity of a sexual or romantic nature on school 
property or at school sponsored events;

6.8. directly or indirectly supervising, making, or contributing to an 
employment decision pertaining to a relative or significant other, or relative 
of a relative or significant other (as defined by Policy 4213); and

7.9. engaging in any other activity that promotes an employee’s financial 
and pecuniary interests over those of the District.

C. Student Fraternization

Employees must establish and maintain professional boundaries with students, 
including while using personal or District technology. Employees are prohibited 
from direct or indirect interactions with students that do not reasonably relate to an 
educational purpose. Employees will behave at all times in a manner supportive of 
the best interests of students and the District.

Conduct identified below constitutes unprofessional conduct, subjecting the 
employee to discipline, including discharge, absent express Board or designee 
authorization. The following list illustrates prohibited behavior involving students 
but does not describe every kind of prohibited behavior:

1. communicating about alcohol use, drug use, or sexual activity when the 
discussion is not appropriately related to a specific aspect of the curriculum 
or the employee’s duties;

2. providing drugs, alcohol, tobacco, e-cigarettes, or other items students 
cannot possess under the District’s Student Code of Conduct;

3. commenting about matters involving sex, using double entendre, or making 
sexually suggestive remarks with no appropriate educational purpose;

4. displaying sexually inappropriate images, materials, or objects;

5. offering or soliciting sexual advice, whether written, verbal, or physical;

6. engaging in any activity of a sexual or romantic nature, including following 
graduation where the relationship arises out of an employee-student 
relationship;

7. inappropriate kissing (considering context, time, place and manner to 
determine appropriateness);
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8. inappropriately intruding on a student’s personal space, such as by touching 
unnecessarily, moving too close, or staring at a portion of the student’s 
body;

9. communicating directly or indirectly (e.g., by phone, email, text messaging, 
or social media) on a matter that does not pertain to school unless the 
employee obtained prior parental consent. Electronic communications with 
students generally are to be sent simultaneously to multiple recipients and 
not just to one student except when the communication is clearly school 
related and inappropriate for persons other than the individual student to 
receive (e.g., grades);

10.permitting a specific student to engage in conduct that is not permitted or 
tolerated from other students (eg. Favoritism, grooming behavior, 
preferential treatment);

11. inappropriately discussing with a student the student’s personal issues or 
problems that should normally be discussed with a parent/guardian or 
counselor unless the employee is the student’s family member;

12. inappropriately giving a student a personal gift;

13.allowing a student to live in the employee’s residence without prior 
parent/guardian consent unless the student is the employee’s family 
member, a foreign exchange student placed with the employee, or if the 
employee serves as the student’s foster parent or legal guardian;

14.giving a student a ride in the employee’s vehicle without appropriate 
authorization;

15. taking a student on an activity outside of school without first obtaining the 
express permission of the student’s parent/guardian and a District 
administrator;

16. inviting a student to the employee’s home or residence without first 
obtaining the express permission of the student’s parent/guardian;

17.going to a student’s home when the student’s parent/guardian or an adult 
chaperone is not present unless the employee is the student’s family 
member; or

18.engaging in any other conduct which undermines the special position of 
trust and authority between a District employee and a student.

Employees suspecting child abuse or neglect must: (a) immediately contact 
Children’s Protective Services (CPS), (b) file an appropriate report with that agency 
as required by the Child Protection Law and Policy 4202, and (c) notify the 
Superintendent or designee and the building principal or supervisor that the report 
has been filed.
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Legal authority: MCL 380.11a, 380.601a, 380.634, 380.1308a, 380.1814; MCL 722.621 
et seq.

Date adopted: December 13, 2021

Date revised:
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Series 4000: District Employment

4200 Employee Conduct and Ethics

4201-AG Employee Ethics and Standards – Time and Effort Reporting

Employees who are paid, in full or in part, with federal funds must maintain time and effort 
records under this administrative guideline. This administrative guideline applies to 
employees who are paid with state or local funds, but are used to meet a required “match” 
in a federal program, full and part-time employees, stipends for employees administering 
federal programs, and substitute teachers. Time and effort records must be completed on 
forms provided by the District.

Employees must provide the information required by this administrative guideline on a 
timely basis and following all procedures. 

A. Definitions

1. Cost Objective: A program, function, or activity for which cost data are desired 
(e.g., administrative costs).

2. Multiple Cost Objective Employee: Employees who work on multiple cost 
objectives, such as more than one federal award, a federal award with a non-
federal award, or more than one activity within a federal award that is 
separately tracked by the District.

3. Single Cost Objective Employee: Employees who work exclusively on one cost 
objective.

4. Employee Compensation: All amounts paid to an employee for services 
rendered during the award period. Compensation includes salaries, fringe 
benefits, stipends, bonuses and payments made under supplemental 
contracts.

5. Personnel Activity Report (PAR): A document certifying the amount of time a 
multiple cost objective employee spends on each cost objective. The PAR 
must:

a. Reflect an after-the-fact distribution of the activities performed;

b. Account for the total activity for which the employee is compensated;

c. Be prepared at least monthly and coincide with one or more pay periods; 
and

d. Be signed by the employee.

B. Requirement

Charges to federal grants or awards for salaries and wages must be based on 
records that accurately reflect the work performed. These records must:

Commented [1]: 4201-AG is new
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1. Be supported by a system of internal controls that provides reasonable 
assurance that the charges are accurate, allowable, and properly allocated;

2. Include verification through electronic signatures and documentation from 
individuals with first-hand knowledge incorporated into official records; 

3. Reasonably reflect total activity for which the employee is compensated, not 
exceeding 100% of compensated activities; 

4. Encompass both federally-assisted and all other activities compensated by the 
District on an integrated basis. Reported hours need to cover 100% of the 
employee’s time, regardless of full-time versus part-time work status;

5. Comply with the established accounting policies and practices of the District; 
and 

6. Support the distribution of the employee’s salary or wages among specific 
activities or cost objectives.

C. Procedure

1. Single Cost Objective Employees

An employee who works on a single cost objective must complete a semi-
annual certification that indicates the employee worked solely on that cost 
objective for the period covered by the certification.  The certification must be 
prepared at least every six months.  Either the employee or a supervisor with 
first-hand knowledge of the work performed by the employee must sign the 
semi-annual certification.

A semi-annual certification must:

● Be executed after the work has been completed;

● State that the employee worked solely on activities related to 
a particular cost objective;

● Identify the cost objective;

● Specify the reporting period;

● Be signed by the employee or a supervisor with first-hand 
knowledge of the work performed; and

● Be dated.

The supervisory official for all single cost objective employees must complete 
the semi-annual certification and forward it to the [identify position].

The [identify position] will send the semi-annual certification forms to 
departments, schools, and offices in January and July. If an employee works 
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on a short-term cost objective and their end date does not coincide with the 
normal January/July collection dates for semi-annual certifications (e.g., a 
supplemental contract for summer school programs), the employee must 
obtain a semi-annual certification from the [identify position] after the period 
when the work has ended.

2. Multiple Cost Objective Employee

Employees working on multiple cost objectives must maintain PARs or 
equivalent documentation indicating the amount of time spent on each cost 
objective for the period covered by the PAR or equivalent documentation.  The 
PAR or equivalent documentation must be prepared at least every month.  The 
employee must sign the PAR or equivalent documentation.

A PAR or equivalent documentation must:

● Be executed after the work has been completed (projections 
of how an employee is expected to work or position 
descriptions are not sufficient);

● Account for the total activity for which each employee is 
compensated, including part-time schedules or overtime (total 
activity means all of the time an employee works, not just the 
amount of time worked on a Federal program);

● Identify the cost objectives;

● Specify the reporting period;

● Be prepared at least monthly and coincide with one or more 
pay periods;

● Be signed by the employee (unlike a semi-annual certification, 
a supervisor’s signature alone is not sufficient); and

● Be dated after the fact (when the work has been completed).

All multiple cost objective employees must complete the PAR, unless they 
receive permission from the [identify position] to use equivalent documentation 
instead of a PAR.

Copies of executed PARs, or approved equivalent documentation, must be 
forwarded to the [identify position].

3. Supplemental Contracts

An employee’s overtime work must be reflected in the employee’s time and 
effort record. If, however, an employee works in two distinct positions, the 
employee may maintain separate time and effort records for each position.

4. Stipends
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Employees receiving stipends for District-sponsored activities (e.g., for 
professional development) may satisfy time and effort records by signing the 
sign-in and sign-out sheets provided at the activity. Employees receiving such 
stipends for non-District sponsored activities should contact the [identify 
position] to obtain the necessary documentation.

D. Training

The District will provide training on the requirements related to federal timekeeping 
to all staff involved in federal programs through group training, one-on-one training, 
or informal technical assistance.

E. Reconciliation

It is the District’s practice to charge employee compensation costs to federal 
programs based on budget estimates that reasonably approximate how an 
employee will work during the year. The District will reconcile payroll charges to 
the time and effort reflected in employee time and effort records at least quarterly. 

If the District identifies a variance in how an employee’s salary was charged and 
how much the employee actually worked, the District will adjust its payroll charges 
so that the amount charged to federal funds reflects the employee’s actual time 
and effort. If the difference between the actual and budgeted amounts is 10% or 
greater, the District will adjust its accounting records at least quarterly. If the 
reconciled difference is less than 10%, the District will adjust the accounting 
records at least annually.

F. Document Retention

Time and effort records must be maintained for a period of five (5) years by the 
District.

G. Sanctions

Any district employee who violates this procedure will be subject to appropriate 
discipline as reflected by comments to be placed in their annual employee 
evaluation.

For violations of this procedure, the District may impose sanctions as follows:

● If time and effort records are not completed and returned on 
time, salary costs associated with uncertified grant activity 
may be removed for the individual and will be charged to a 
General, Special, or Vocational Education non-grant account.

● The District may suspend any new work by a non-compliant 
employee, or the inclusion of a non-compliant employee in 
projects or programs until time and effort records are up-to-
date and properly completed and certified.
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● Employees who complete certification of time and effort 
records that are inaccurate or incomplete may be subject to 
discipline, up to and including discharge. Employees who fail 
to properly complete time and effort records or who violate the 
procedures established in this administrative guidelines may 
be subject to disciplinary action, up to and including 
discharge. 

● At the Superintendent’s or designee’s discretion, payment to 
an individual for time and effort expended on the grant may 
be withheld if time and effort records are not complete.

Legal authority: 2 CFR 200.430

Dated adopted:

Date revised:
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1. 4200 Employee Conduct and Ethics

1. 4202 Children’s Protective Services (CPS) Reporting and 
Student Safety and Welfare

During the performance of their duties, employees must exercise due care for the safety 
and welfare of the District’s students.

A. Required Reports to CPS, District administration, and Michigan State Police

1. A reporter must: (a) promptly notify the Superintendent or designee and the 
building principal of the report; and (b) submit an electronic or written report to 
CPS within the statutory timeframe. Failure to make an immediate report or 
follow-up with an electronic or written report may result in discipline, including 
discharge, as well as criminal or civil penalties. CPS may be contacted at 855-
444-3911 or www.michigan/gov/mdhhs.

Administrators, teachers, counselors, social workers, psychologists, nurses, 
physical therapists, physical therapist assistants, occupational therapists, 
athletic trainers, and others identified as mandatory reporters pursuant to 
Michigan’s Child Protection Law must immediately report all instances of 
suspected child abuse or neglect to CPS. Other employees are also expected 
to make reports to CPS of suspected child abuse or neglect.

2. Employees must promptly report to the building principal or the Superintendent 
or designee any instances of injury (accidental or intentional), violence, threats 
of violence, self-harm, hazards, or any other situation that endangers student 
safety and welfare or raises reasonable concerns as to the safety of students.

3. Employees must promptly report to the building principal or the Superintendent 
or designee incidents of student bullying and crimes or attempted crimes 
involving physical violence, gang-related activity, illegal possession of a 
controlled substance or controlled substance analogue, or other intoxicant, 
trespassing, and property crimes, including theft and vandalism.

Within 24 hours of an alleged incident, an administrator must make an 
appropriate report to the Michigan State Police as required by law.

B. Student Safety and Welfare

1. Employees will maintain control and supervision of students to ensure student 
safety and will take appropriate action if the employee observes an unsafe or 
dangerous situation.

2. Employees will treat students with respect and maintain appropriate 
professional boundaries with students both in and out of school. Employees 
must avoid conduct with students that potentially creates the appearance of an 
unprofessional, unethical, or inappropriate relationship. Romantic relationships 
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between employees and students are prohibited regardless of the student’s 
age, including following graduation where the relationship arises out of an 
employee-student relationship.

3. An employee will not assess, diagnose, prescribe, or provide therapy or 
counseling services to a student unless: (a) the employee is appropriately 
certified or licensed under Michigan law; and (b) the services are within the 
employee’s job duties. An employee will direct students in need of these 
services to the appropriate District employee or community resource.

4. Employees will comply with and respect confidentiality of student records and 
privacy rights, including not posting student information or images online 
without prior authorization from the employee’s supervisor.

5. Employees will not interfere with or adversely impact a parent’s/guardian’s right 
to determine and direct their student’s care, wellbeing, teaching, and education.

6. Pursuant to the state’s 2013 Task Force on the Prevention of Sexual Abuse of 
Children, the Board authorizes the Superintendent or designee to consider and 
implement all of the following:

● age-appropriate evidence-based curriculum and instruction 
for students in grades pre-K to 5 concerning child sexual 
abuse awareness and prevention;

● training for District personnel on child sexual abuse, including 
but not limited to, training on supportive, appropriate response 
to disclosure of abuse;

● providing educational information to parents/guardians on the 
warning signs of a child being sexually abused and 
information on needed assistance, referral, or resources;

● available counseling and resources for students affected by 
sexual abuse;

● emotional and educational support for a students affected by 
sexual abuse; and

● a review of the system to educate and support personnel who 
are legally required to report child abuse or neglect.

Legal authority: MCL 380.10, 380.1308, 380.1308a, 380.1310a; MCL 388.1766; MCL 
722.621 et seq.

Dated adopted: December 13, 2021

Date revised:
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4205 Hiring and Background Checks

The District is committed to prohibiting unlawful discrimination in its hiring practices 
consistent with Policy 4101. Hiring decisions are based on qualifications, skills, 
knowledge, abilities, education, certifications/licenses, experience, demeanor, and other 
job-related criteria the Board may deem relevant. In making hiring decisions, the Board 
or designee will consider enrollment, operational requirements, financial needs, and the 
District’s best interests.

A. Advertising and Posting

Vacancies may be posted on a designated website or other location and distributed 
to appropriate employee groups or relevant professional associations. The posting 
may outline general duties, qualifications, pay range, work experience, and hours. 
Vacancies may be posted for at least 14 calendar days unless a different time 
period is specified in a collective bargaining agreement. Applications must be 
submitted to the central office unless otherwise designated. The District may 
establish an online application process. Postings will comply with applicable 
collective bargaining agreements.

B. Hiring

The Board will determine the hiring process for the Superintendent. For all other 
positions, the Superintendent or designee will determine the process to consider 
and interview qualified applicants. The Superintendent or designee is authorized 
to hire non-exempt staff, temporary, and substitute employees. Teachers, Non-
Teaching Professionals, Supervisors, and Administrators that the Superintendent 
or designee recommends for hire are subject to Board approval.

The District will not consider an applicant for employment unless the applicant 
provides the District with the following:

1. written consent for the criminal records division of the Michigan State Police to 
conduct the criminal history check required by Revised School Code Section 
1230 and the criminal records check required by Revised School Code Section 
1230a;

2. a signed statement that complies with Revised School Code Section 1230b(1); 
and

3. other required application materials.

Falsification or misrepresentation of credentials, qualifications, references, or 
application materials will be grounds for disqualification or discipline, including 
discharge.
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C. Background Checks for Employees, Contractors, and Volunteers

1. The District will conduct a background check on a selected applicant upon an 
offer of employment or before a person is assigned to regularly and 
continuously work under contract in any of its schools. The Superintendent or 
designee will receive and review the results of the background check before 
the District employs or allows the person to regularly and continuously work 
under contract in any of its schools, unless otherwise permitted by law.

2. “Regularly and continuously work under contract” means any of the following:

a. to work at school on a more than intermittent or sporadic basis as an owner 
or employee of an entity that has a contract with the District to provide food, 
custodial, transportation, counseling, or administrative services or to 
provide instructional services to pupils or related and auxiliary services to 
special education pupils;

b. to work at school on a more than intermittent or sporadic basis as a person 
under a contract with the District to provide food, custodial, transportation, 
counseling, or administrative services, or to provide instructional services 
to pupils or related and auxiliary services to special education pupils.

3. “School” means in a classroom, elsewhere on District property, or on a school 
bus or other school-related vehicle.

4. The background check will include:

a. a criminal history check pursuant to Revised School Code Section 1230;

b. a criminal records check pursuant to Revised School Code Section 1230a;

c. an unprofessional conduct check pursuant to Revised School Code Section 
1230b; and

d. if a certification is required for the position, such as a teaching certificate or 
administrator certificate, District verification that the person’s certification is 
valid.

The background check may include any other matters the District deems 
relevant, such as verifying references, school transcripts, and prior 
employment, as may be permitted by law.

If the criminal history check report, criminal records check report, or any other 
report discloses that the person has been convicted of a listed offense as 
defined in MCL 28.722, and the District verifies the conviction using public 
records, the District must not employ the person or allow the person to regularly 
and continuously work under contract in any of its schools. If any of the reports 
disclose that the person was convicted of a felony as defined in MCL 761.1, 
and the felony is not a listed offense, and the District verifies the conviction 
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using public records, the District must not employ the person or allow the 
person to regularly and continuously work under contract in any of its schools 
unless the Superintendent and the Board each specifically approve the 
employment or assignment in writing.

Employment offers are contingent on the Superintendent’s or designee’s 
review of the background check results.

All the information the District obtains via the criminal history check report, 
criminal records check report, or any other report that discloses that the person 
has been convicted of a listed offense will be maintained pursuant to 4205-AG-
1.

5. Confidentiality

All the information the District obtains via the criminal history check report, 
criminal records check report, or any other report that discloses that the person 
has been convicted of a listed offense are to be considered confidential and will 
not be released except pursuant to 4205-AG-1(C)(5). Violation of confidentiality 
is a misdemeanor punishable by a fine up to $10,000.

Notification from the Michigan Department of Education or Michigan State 
Police about a District employee’s criminal conviction is exempt from FOIA for 
the first fifteen (15) days until the information is verified. Once verified, only 
information regarding physical or sexual abuse may be released. The 
employee may release the information with written authorization.

D. Other Post-Offer Considerations

The District will not make disability-related medical inquiries or inquire about an 
applicant’s disability-related requested accommodation(s) until after a conditional 
job offer is made, consistent with Policy 4105. Based on the physical and mental 
demands of a position, an examination and/or drug test may be required following 
a conditional offer of employment. The examination will be performed by a health 
care provider identified by the Superintendent or designee at the District’s 
expense.

Legal authority: MCL 28.722; MCL 380.1230, 380.1230a, 380.1230b; MCL 761.1

Date adopted: December 13, 2021

Date revised:
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2 4210 Drug and Alcohol Free Workplace; Tobacco Product Restrictions

A. General

Employees serve as role models to students at school and in the community. 
Employee substance abuse constitutes a threat to the physical and mental well-
being of employees and students and significantly impedes job performance and 
effectiveness.

The District maintains a drug and alcohol free workplace. In addition, to the extent 
permitted by law, the District strives to maintain a tobacco product free workplace. 

B. Definitions

1. “Illicit substance” means any consumable alcohol; illegal drugs, including but 
not limited to those substances defined as “controlled substances” pursuant to 
federal or state law; marihuana; anabolic steroids, human growth hormones or 
other performance-enhancing drugs; and substances purported to be illegal, 
abusive, or performance-enhancing (i.e., “look-alike” drugs). This definition 
also includes any other substance used by an employee as an intoxicant.

2. “District premises” means District buildings, facilities, or other District property 
which is owned, leased, or used for a District purpose or District-owned 
vehicles or vehicles used for a District purpose.

3. “District purpose or function” means a District-sponsored or District-approved 
activity, event, function or other activity performed by an employee under the 
District’s jurisdiction, which is within the scope of employment, duties, or job 
description.

3.4. “Tobacco product” means a form of tobacco intended to be inhaled, 
chewed, or placed in a person’s mouth.

4.5. “Under the influence” means the use or misuse of an illicit substance or 
other intoxicant (including over-the-counter and prescription medication) by an 
employee that in any degree impairs, negatively affects, or tends to deprive that 
person of any physical or mental capacity normally possessed and required to 
perform job responsibilities.

5.6. “Reasonable suspicion” means specific, contemporaneous, and articulable 
observations concerning an employee’s behavior, speech, appearance, and 
odor that suggests the employee is under the influence of an illicit substance.

C. Standards of Conduct
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Employees will maintain a drug and alcohol free workplace and are prohibited from 
the following conduct on District premises or at a District function:

1. manufacturing, selling, soliciting, possessing, using (including application, 
injection, inhalation, or ingestion), dispensing, or distributing any illicit 
substance;

2. being under the influence as defined in this Policy; or

3. misusing over-the-counter and prescription medications.;

4. manufacturing, selling, soliciting, dispensing, or distributing any tobacco 
product:

or

5. using a tobacco product on District premises, except:

a. at outdoor areas including, but not limited to, an open-air stadium, on 
Saturdays, Sundays, and other days on wh ich there are no regularly 
scheduled school hours, or

3.b. after 6 p.m. on days during which there are regularly scheduled 
school hours;

Violating these drug and alcohol free workplace standards will subject an 
employee to discipline, including discharge.

If a reasonable suspicion exists that an employee is under the influence, the 
Superintendent or designee may direct the employee to submit to a drug test or 
breathalyzer. If the employee refuses, the employee may be subject to discipline, 
including discharge, based on the District’s observations.

D. Reporting Requirements for Transportation Employees Subject to Omnibus 
Transportation Employee Testing Act

An employee subject to the Omnibus Transportation Employee Testing Act must 
notify the Superintendent or designee of any criminal drug conviction for a violation 
occurring in the workplace no later than 5 calendar days after that conviction. Upon 
receiving notice of an employee’s conviction of a criminal drug violation occurring 
in the workplace, the Board or designee must take appropriate action within 30 
calendar days.

Legal authority: 20 USC 7101 et seq.; 41 USC 8101 et seq.; 42 USC 12101 et seq.; 
Schedules I-V of Chapter 13 of the Controlled Substances Act, 21 USC 
812; 29 USC 701 et seq.; MCL 37.1211; Schedules 1-5 of the Michigan 
Uniform Controlled Substances Act, MCL 333.7201 et seq.; MCL 
380.11a, 380.601a; MCL 436.1101 et seq.; MCL 750.473.
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Date adopted: December 13, 2021

Date revised:
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Series 4000: District Employment

1. 4200 Employee Conduct and Ethics

1. 4217 Social Media

Employee use of social media while on District property, during work hours, or while using 
District-owned devices must not interfere with District educational purposes or work 
performance and must not be used in any manner that violates this Policy, Policy 4201, 
or federal or state law.

“Social media” refers to any publicly accessible internet-based service that enables a user 
to share communications, images, or videos with others or participate in social 
networking. Social media includes blogs and social networking sites.

While using social media on or off duty, an employee must:

A. not engage in criminal activity;

B. make clear that the employee’s views are their own, not the District’s, as 
applicable;

C. refrain from using a District email address to register on social networks, blogs, or 
other online tools for personal use;

D. engage in appropriate communications with students and parents/guardians; 

E. maintain student privacy and not disclose confidential student information; and

F. report to the appropriate administrator(s) any behavior or activity which endangers 
student or staff security, safety, or welfare.

F.G. refrain from engaging in behavior that disrupts or adversely impacts the 
efficacy of the District’s operations.

Employee use of social media in violation of this Policy detracts from the District’s 
educational mission, adversely impacts the District, and may result in discipline, including 
discharge.

Legal authority: MCL 380.11a(3), 380.601a

Date adopted: December 13, 2021

Date revised:
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4226 Intentionally Left BlankTemporary COVID-19 Vaccination, Testing, and Face 
Covering

On November 5, 2021, the U.S. Department of Labor’s Occupational Safety and Health 
Administration published Emergency Temporary Standards on employee vaccination, 
testing, and face coverings (“ETS”).

A. Policy Duration

This Policy will become effective immediately when the Michigan Occupational 
Safety and Health Administration (“MIOSHA”) issues rules that require compliance 
with the ETS. This Policy will remain in effect for the duration of those rules. If this 
Policy becomes effective, Sections C-M will apply beginning on the overall 
implementation date, unless otherwise specified below.

Notwithstanding anything to the contrary in this Policy, the Superintendent may 
suspend or revise this Policy (in whole or in part) if, following consultation with the 
District’s legal counsel, the Superintendent determines that legal authority requires 
or permits the suspension or revision. The Superintendent must report such 
suspension or revision to the Board at the next scheduled Board meeting.

B. Definitions

The definitions in this Section apply only to this Policy.

1. “Employee” means a person employed by the Board, except a person:

a. Who does not report to work where other people, such as co-workers, are 
present,

b. While working from home, or

c. Who works exclusively outdoors.

“Employee” does not include self-employed independent contractors or 
employees of third parties who provide services to the District.

2. “Acceptable Proof of Vaccination Status” means any of the following:

a. The employee’s record of COVID-19 immunization from a health care 
provider or pharmacy.

b. A copy of the employee’s:

i. COVID-19 vaccination record card,

ii. Medical records documenting COVID-19 vaccination,
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iii. COVID-19 immunization records from a public health, state, or tribal 
immunization information system, or

iv. Other official documentation that contains the type of COVID-19 
vaccine, administration date(s), and the name of the health care 
professional(s) or clinic(s) that administered the vaccine(s).

c. If an employee is unable to provide any document listed in (a)-(b), a signed 
and dated statement by the employee:

i. Attesting that the employee is fully or partially vaccinated,

ii. Attesting that the employee lost or is otherwise unable to provide any 
document listed in (a)-(b),

iii. Including the following language: “I declare (or certify, verify, or state) 
that this statement about my vaccination status is true and accurate. I 
understand that knowingly providing false information regarding my 
vaccination status on this form may subject me to criminal penalties,” 
and

iv. Identifying, to the best of the employee’s recollection, the type of vaccine 
received by the employee, administration date(s), and the name of the 
health care professional(s) or clinic(s) that administered the vaccine(s).

3. “COVID-19” means the disease caused by SARS-CoV-2 (severe acute 
respiratory coronavirus 2).

4. “COVID-19 test” means a test that is:

a. Cleared, approved, or authorized, including in an emergency use 
authorization, by the FDA to detect current infection with the SARS-CoV-2 
virus (e.g., a viral test),

b. Administered in accordance with the authorized instructions, and

c. Not both self-administered and self-read unless observed by the 
Superintendent or designee or an authorized telehealth proctor.

5. “Face covering” means a covering that meets all of the following requirements:

a. Completely covers the employee’s nose and mouth.

b. Is made with at least 2 layers of breathable fabric that is tightly woven. If 
gaiters are worn, they must have 2 layers of fabric or be folded to make 2 
layers.

c. Is secured to the head with ties, ear loops, or elastic bands that go behind 
the head.
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d. Fits snugly over the nose, mouth, and chin with no large gaps on the outside 
of the face.

e. Is a solid piece of material without slits, exhalation valves, visible holes, 
punctures, or other openings.

A “face covering” also includes a covering with a clear plastic panel that, 
despite the non-fabric material, otherwise meets the above requirements and 
which may be used to facilitate communication with people who are deaf or 
hard-of-hearing or others who need to see a speaker’s mouth or facial 
expressions to understand speech or sign language.

6. “Facemask” means an FDA-approved surgical, medical procedure, dental, or 
isolation mask.

7. “Overall implementation date” means December 6, 2021, unless the 
Superintendent or designee establishes a different date in writing to the extent 
required or permitted by law.

8. “Testing implementation date” means January 4, 2022, unless the 
Superintendent or designee establishes a different date in writing to the extent 
required or permitted by law.

9. Vaccination

a. An employee is considered “fully vaccinated” 2 weeks after receiving:

i. an approved COVID-19 vaccine that requires only 1 dose (e.g., Johnson 
& Johnson), or

ii. the second dose of an approved COVID-19 vaccine that requires 2 
doses with at least the minimum recommended interval between doses 
(e.g., Pfizer or Moderna).

b. An employee is considered “partially vaccinated” immediately after 
receiving the first dose of an approved COVID-19 vaccine that requires 2 
doses.

c. An employee is considered “unvaccinated” if the employee has not received 
any dose of an approved COVID-19 vaccine.

10. “Workplace” means a physical location where District work or operations are 
performed. “Workplace” does not include an employee’s residence.

C. COVID-19 Employee Mandate

Each employee shall (1) be fully vaccinated, or (2) comply with the COVID-19 test and 
face covering requirements in Sections I and J below.

D. Accommodation Requests
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The Superintendent or designee will consider, in consultation with the District’s 
legal counsel, an accommodation request under applicable federal or state law 
based on an employee’s disability or sincerely held religious belief, practice, or 
observance that conflicts with a COVID-19 vaccination, testing, or face covering 
requirement in this Policy.

E. Vaccination Status Documentation

Each employee shall provide to the Superintendent or designee:

1. If fully or partially vaccinated, acceptable proof of vaccination status.

2. If unvaccinated, a written, signed, and dated statement that contains the 
following language: “I am not vaccinated against COVID-19. I declare (or 
certify, verify, or state) that this statement about my vaccination status is true 
and accurate. I understand that knowingly providing false information regarding 
my vaccination status may subject me to criminal penalties.”

For each person who becomes a District employee after the overall implementation 
date, that person shall provide acceptable proof of vaccination status or the above 
statement, as applicable, before beginning District employment.

The District will maintain a roster of each employee’s vaccination status.

F. Vaccination Leave

An employee may request leave from work for each COVID-19 vaccine dose to 
travel to a COVID-19 vaccination site, receive a vaccination, and return to work. 
That request must be submitted to the Superintendent or designee in writing, and 
leave is subject to the prior approval of the Superintendent or designee.

For each COVID-19 vaccine dose, up to the first 4 hours of leave will be paid by 
the District at the employee’s regular rate of pay (i.e., 8 hours of leave maximum). 
The remaining leave time will be unpaid, unless the employee requests, and is 
eligible to use, accrued paid leave (e.g., paid vacation time).

G. Vaccination Side Effects Leave

An employee may request to use up to 2 workdays of accrued paid sick leave 
immediately following each COVID-19 vaccine dose to recover from vaccination 
side effects that prevent the employee from working. If the employee has no 
accrued paid sick leave, the employee may request up to 2 workdays of paid sick 
leave for each dose for this purpose.

A request under this Section shall be submitted to the Superintendent or designee 
in writing, and leave is subject to the prior approval of the Superintendent or 
designee.

H. Reporting Positive COVID-19 Test or Diagnosis
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An employee shall promptly notify the Superintendent or designee if the employee 
has received a positive COVID-19 test or has been diagnosed with COVID-19 by 
a licensed healthcare provider. The employee shall be immediately removed from 
the workplace. The employee shall not return to the workplace without the prior 
written approval of the Superintendent or designee, which approval will be granted 
when the employee establishes – to the satisfaction of the Superintendent or 
designee – that the employee is eligible to return to the workplace.

An employee removed from the workplace under this Section will be eligible to 
return to the workplace when the employee:

1. Receives a negative result on a COVID-19 nucleic acid amplification test 
(NAAT) following a positive result on a COVID-19 antigen test if the employee 
chooses to seek a NAAT test for confirmatory testing,

2. Meets the return to work criteria in CDC’s “Isolation Guidance” 
(https://www.osha.gov/sites/default/files/CDC's_Isolation_Guidance.pdf), or

3. Receives a recommendation to return to work from a licensed healthcare 
provider.

An employee removed from the workplace pursuant to this Section will be placed 
on unpaid leave, unless the employee requests – and is eligible to use – accrued 
paid leave (e.g., paid vacation time).

I. COVID-19 Testing for Employees Who Are Not Fully Vaccinated

Beginning on the testing implementation date, an employee who is not fully 
vaccinated shall comply with the testing requirements in this Section.

1. If the employee reports to the workplace at least once every 7 days, the 
employee shall:

a. Take a COVID-19 test at least once every 7 days, and

b. Provide documentation of the most recent COVID-19 test result to the 
Superintendent or designee no later than the 7th day following the date on 
which the employee last provided a COVID-19 test result.

2. If the employee does not report to the workplace at least once every 7 days, 
the employee shall:

a. Take a COVID-19 test within 7 days before returning to the workplace, and

b. Provide documentation of that test result to the Superintendent or designee 
upon return to the workplace.

If an employee fails to provide documentation as required by this Section, the 
employee shall not return to the workplace without the prior written approval of the 

110

https://www.osha.gov/sites/default/files/CDC's_Isolation_Guidance.pdf


4226 Temporary COVID-19 Vaccination, Testing, and Face Covering

Page 6

© 2021 

Superintendent or designee, which approval will be granted when the employee 
establishes – to the satisfaction of the Superintendent or designee – that the 
employee is eligible to return to the workplace.

An employee excluded from the workplace under this Section will be eligible to 
return to the workplace when the employee provides a negative COVID-19 test 
result to the Superintendent or designee.

An employee excluded from the workplace pursuant to this Section will be placed 
on unpaid leave, unless the employee requests – and is eligible to use – accrued 
paid leave (e.g., paid vacation time).

An employee who has received a positive COVID-19 test or has been diagnosed 
with COVID-19 by a licensed healthcare provider is not required to undergo 
COVID-19 testing for 90 days following the date of the employee’s positive test or 
diagnosis.

J. Face Coverings for Employees Who Are Not Fully Vaccinated

An employee who is not fully vaccinated shall wear a face covering when indoors 
at the workplace or when occupying a vehicle with another person for work 
purposes. This requirement does not apply in any of the following circumstances:

1. The employee is:

a. Alone in a room with floor to ceiling walls and a closed door,

b. Eating or drinking for a limited time,

c. Asked to remove a face covering for identification purposes in compliance 
with safety and security requirements, or

d. Wearing a respirator or facemask.

2. The Superintendent or designee determines that the use of a face covering is 
infeasible or creates a hazard after consultation with the District’s legal counsel 
(e.g., when a face covering presents a risk of serious injury or death to the 
employee or others).

K. Document Confidentiality

The District will maintain as confidential all employee medical information, 
including vaccination and COVID-19 test documentation, in accordance with 
applicable laws and policies.

L. Notice

The District will provide to employees, in writing, the notice required by 29 CFR 
1910.501(j) by the overall implementation date. The District will provide that written 
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notice to each person who becomes a District employee after that date as soon as 
practicable.

M. Discipline

An employee who fails to comply with this Policy is subject to discipline, up to and 
including discharge. 

Legal authority: MCL 380.11a; 29 CFR 1910.501, et seq.

Date adopted: December 13, 2021

Date revised:
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Series 4000: District Employment

4200 Employee Conduct and Ethics

4227 Intentionally Left Blank False Medicaid Claims [Required for Districts that 
receive or make payments to the State Medicaid Program in an annual amount of at least 
$5,000,000 ] [Note: If the Board elects not to adopt this Policy, delete the body of the 
policy and replace the title with “Intentionally Left Blank” after the policy number and in 
the Table of Contents to ensure accurate numbering of subsequent policies in the Policy 
Manual.]

Under federal law, when the District receives annual amount of at least $5,000,000.000 
in Medicaid payments, the District is required to inform all employees and contractors 
about the legal requirements and remedies in order to comply with and prevent fraud and 
abuse in the Medicaid Program. 

A. The Federal False Claims Act (FCA). Medicaid prohibits individuals and 
organizations from submitting false or fraudulent claims to the government for 
payment or reimbursement. Any claim submitted by employees or contractors for 
Medicaid reimbursement must be accurate, correct, and complete.

1. An employee or contractor shall not knowingly submit a false claim. The term 
“knowingly” does not require the claimant to have actual knowledge that the 
claim is false. An employee violates this Policy by acting with reckless disregard 
or in deliberate ignorance. A violation of this Policy includes, but is not limited 
to:

a. knowingly presenting, or causing to be presented, a false or fraudulent claim 
for payment or approval 

b. knowingly making, using, or causing to be made or used, a false record or 
statement material to a false or fraudulent claim;

c. conspiring to commit a violation under the FCA;

d. having possession, custody, or control of property or money used, or to be 
used, by the government and knowingly delivering, or causing to be 
delivered, less than all of that money or property;

e. authorizing to make or deliver a document certifying receipt of property 
used, or to be used, by the government and, intending to defraud the 
government, making or delivering the receipt without completely knowing 
that the information on the receipt is true;

f. knowingly buying, or receiving as a pledge of an obligation or debt, public 
property from an officer or employee of the government, or a member of the 
Armed Forces, who lawfully may not sell or pledge property; or

g. knowingly making, using, or causing to be made or used, a false record or 
statement material to an obligation to pay or transmit money or property to 
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the government, or knowingly concealing or knowingly and improperly 
avoiding or decreasing an obligation to pay or transmit money or property 
to the government.

2. Penalties

a. The FCA and Program Fraud Civil Remedies Act (“PFCRA”) provides civil 
and criminal remedies to individuals who violate federal law.

b. The District reserves the right to discipline, up to and including discharge, 
employees who violate this Policy.

c. The District reserves the right to terminate the contract with a third party 
contractor found to be in violation of this Policy.

B. Michigan Medicaid False Claim Act (“MMFCA”) prohibits fraud in the obtaining of 
benefits or payments in connection with the medical assistance program.

1. An employee or contractor shall not knowingly:

a. make or cause to be made a false representation of a material fact in the 
application for, or the determination of, Medicaid benefits;

b. fail to report any event affecting the initial or continued right to receive a 
Medicaid benefit or fails to report an event affecting the initial or continued 
right of any other person on whose behalf the individual has applied for 
Medicaid benefits;

c. solicit, offer, or receive a bribe or kickback in connection with the furnishing 
of goods or services for which payment is made to a Medicaid provider;

d. make or receive a payment or the rebate of a fee for referring an individual 
to another for Medicaid services;

e. enter into a conspiracy or agreement to defraud the state by obtaining a 
Medicaid payment for a false claim;

f. make or cause to be made a false claim under the Social Welfare Act, Act 
280 of Public Acts of 1939, as amended, to an employee or officer of the 
state; or

g. make or cause to be made a claim under the Social Welfare Act, which 
claim represents that goods or services are medically necessary in 
accordance with professionally-accepted medical standards when the 
goods or services are not medically necessary

2. Penalties

a. The MMFCA provides civil and criminal remedies to individuals who violate 
federal law.
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b. The District reserves the right to discipline, up to and including discharge, 
employees who violate this Policy. 

c. The District reserves the right to terminate the contract with a third party 
contractor found to be in violation of this Policy.

Legal authority: 31 U.S.C. 3729-3733, 31 U.S.C. 3801, MCL 400.601 et seq

Date adopted:

Date revised:
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Series 4000: District Employment

1. 4300 Non-Exempt Staff

1. 4304 Employee Timekeeping Responsibilities Timekeeping and 
Payroll Information

Non-Exempt Staff must record all hours worked in compliance with District procedures. 
Non-Exempt Staff will be compensated for authorized recorded hours worked, including 
preliminary and subsequent work activities and overtime. Timekeeping records must 
reflect actual time worked to ensure accurate payment of wages.

Substantiated falsification or misrepresentation of hours worked may result in discipline, 
including discharge.

Legal authority: 29 USC 201 et seq.; MCL 408.471 et seq.

Date adopted: December 13, 2021

Date revised:
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1. Series 4000: District Employment

1. 4300 Non-Exempt Staff

1. 4306 Assignment and Transfer

The Board authorizes the Superintendent or designee to assign and transfer Non-Exempt 
Staff to meet identified District needs, including curricular, fiscal, personnel management, 
or other operating reasons. The Superintendent’s or designee’s authority includes 
assignment, transfer, and the addition or removal of Non-Exempt Staff member’s duties 
and responsibilities. In exercising authority pursuant to this Policy, the Superintendent or 
designee will comply with the applicable collective bargaining agreement or individual 
employment contract.

Legal authority: MCL 380.11a(3), 380.601a

Date adopted: December 13, 2021

Date revised:
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Series 4000: District Employment

1. 4300 Non-Exempt Staff

1. 4308 Reduction and Recall of Non-Exempt Staff

The Board, in its sole discretion, may determine that a reduction in force of a Non-Exempt 
Staff member is appropriate due to curricular, fiscal, personnel management, or other 
operating conditions. A reduction in force may consist of a reduction of hours or 
personnel. Reductions in force and recalls are subject to Board approval.

A. Staff Subject to a Collective Bargaining Agreement or Individual Employment 
Contract

If the Board determines that a reduction of Non-Exempt Staff governed by a 
collective bargaining agreement or individual employment contract is necessary, 
the Superintendent will implement a reduction in force in conformance with the 
applicable agreement(s).

B. Non-Exempt Staff Not Subject to a Collective Bargaining Agreement or Individual 
Employment Contract Containing Reduction and Recall Provisions

1. Reduction in Force

The Superintendent or designee will make reduction in force recommendations 
to the Board. The Superintendent’s or designee’s recommendation to the Board 
may consider the following criteria for reduction, which are not in order of 
priority or weight:

a. programs and services to be offered;

b. employee qualifications, abilities, skills, and education;

c. federal, state, and local funding;

d. employment experience that is relevant to an assignment;

e. federal and state laws or regulations that may mandate certain employment 
practices;

f. special or advanced training that would be of present or future value to the 
District;

g. the organizational and educational effect caused by a reduction of Non-
Exempt Staff member(s);

h. formal and informal evaluation of Non-Exempt Staff performance by a 
supervisor;

i. length of service with the District and within a classification; and
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j. any other criteria that are rationally related to providing effective support 
services and operation of or administration of the District, such as discipline 
record and compliance with attendance Policies and procedures.

2. Notification

Notice will be provided as follows:

a. Before the Board considers a reduction in force, the Superintendent or 
designee will notify, in writing, each affected non-exempt staff member that 
the Superintendent or designee is recommending a reduction in force or 
hours that would affect the non-exempt staff member and the date and time 
of the Board meeting at which the Board will consider the reduction in force.

b. After the Board’s decision on reduction in force, the Superintendent or 
designee will provide written notice of the Board’s action to the affected non-
exempt staff member(s).

c. A non-exempt staff member who is subject to a reduction in force must, 
during the period which the member is eligible for recall, provide the District 
with an accurate residential address, email address, and phone number and 
report any subsequent change in the employee’s contact information. 
Failure to maintain current contact information may be deemed a waiver of 
recall rights.

d. The District may allow a laid off non-exempt staff member to be included on 
the District’s list of substitutes at the Superintendent’s or designee’s 
discretion. If the District uses a laid off non-exempt staff member as a 
substitute, remuneration will be determined by the District or an applicable 
collective bargaining agreement.

C. Recall

A Non-Exempt Staff member subject to a reduction in force as described above 
will have preferred rights to recall to employment for a period of 12 months 
commencing on the date that the District implemented the reduction in force. The 
Non-Exempt Staff member will be recalled to any position within the member’s 
classification. Recall decisions will be based on the criteria specified in subsection 
B.1 of this Policy.

A Non-Exempt Staff member who declines an offer of recall to a position 
comparable to that held at the time of layoff or for which he/she is otherwise 
qualified will be removed from the recall list and will forfeit any further employment 
rights with the District.

A Non-Exempt Staff member must respond within 10 days after the date the 
District sent notice of recall. Failure to do so may be deemed a waiver of recall 
rights.
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Legal authority: MCL 380.11a(3), 380.601a

Date adopted: December 13, 2021

Date revised:
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Series 4000: District Employment

1. 4300 Non-Exempt Staff

1. 4309 Discipline and Termination

A. Discipline

The Superintendent or designee may discipline non-exempt staff for behavior 
warranting discipline, as determined by the Superintendent or designee, provided 
the discipline is not for an unlawful reasonpurpose. Off duty conduct may result in 
discipline if it adversely affects the District and is not a legally protected activity. 
Before discipline is imposed, the Non-Exempt Staff member will be provided notice 
of the alleged inappropriate behavior and an opportunity to respond to the 
allegations.

A Non-Exempt Staff member governed by a collective bargaining agreement or 
individual employment contract will be disciplined consistent with the procedures 
and standards specified within that agreement.

A Non-Exempt Staff member who reasonably believes an investigatory interview 
may result in discipline may bring a representative consistent with Policy 4108.

The Superintendent or designee will record discipline in writing, if warranted. 
Written discipline will be placed in the Non-Exempt Staff member’s personnel file. 
The Non-Exempt Staff member may submit a written rebuttal letter consistent with 
Policy 4224.

Consistent with Revised School Code Section 1230b, unprofessional conduct will 
not be suppressed or removed from a personnel file.

B. Termination

A Non-Exempt Staff member is employed at-will and subject to discharge by the 
Superintendent or designee, with or without cause, provided the discharge is not 
for an unlawful purpose, unless a collective bargaining agreement, individual 
employment contract, law, Policy, or handbook provides otherwise.

Legal authority: MCL 380.1230b(6); MCL 423.501 et seq.; NLRB v J. Weingarten, Inc., 
420 US 251 (1975)

Date adopted: December 13, 2021

Date revised:
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Series 4000: District Employment

1. 4400 Professional Staff

1. 4401 Definition

A. General

Professional Staff primarily perform work that requires advanced knowledge or 
work that is intellectual in nature, consistent with the FLSA’s definition of 
“professional.” The Professional Staff member’s area of expertise is related to 
learning or comes from prolonged course of study, including teachers and Non-
Teaching Professionals, but excluding Administrators/Supervisors (as defined 
under Policy 4501) and the Superintendent (as defined under Policy 4601).

B. Teachers

Teachers are professional persons who provide or direct instruction to students 
and must be appropriately qualified and certified for the assigned teaching position, 
consistent with federal and state law and District Policies. Each teacher shall 
maintain required qualifications and certification as a condition of that teacher’s 
continued employment.

A classroom teacher employed by the District must: (1) have a valid Michigan 
teaching certificate or authorization to teach under the law (see Revised School 
Code Section 1233b); and (2) be assigned by the District to deliver direct 
instruction to students as a teacher of record.

A teacher must promptly notify the Superintendent or designee, in writing, if the 
teacher’s certification or authorization expires, is revoked, or nullified. Failure to 
provide this written notice, whether willfully or negligently, may result in discipline, 
including discharge.

C. Non-Teaching Professionals

Non-Teaching Professionals are “other Professional Staff” who are not teachers 
and who meet the professional exemption under the FLSA, such as counselors 
(i.e., those counselors who are not certified teachers), social workers, teacher 
consultants, behavior specialists, speech pathologists (i.e. who are not certified 
teachers), physical or occupational therapists, nurses, and psychologists. A Non-
Teaching Professional is not required by law to hold a teaching certificate or 
authorization for the assigned duties. Each Non-Teaching Professional must be 
qualified and certified as required by the Board or federal and state law. Each Non-
Teaching Professional must maintain those qualifications and certifications as a 
condition of that person’s continued employment.

A Non-Teaching Professional must promptly notify the Superintendent or 
designee, in writing, if the person’s certification, license, or endorsement expires, 
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is revoked, or nullified. Failure to provide this written notice, whether willfully or 
negligently, may result in discipline, including discharge.

Legal authority: 29 USC 201 et seq.; MCL 38.81 et seq.; MCL 380.1231, 380.1233, 
380.1233b, 380.1236, 380.1237

Date adopted: December 13, 2021

Dated revised:
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Series 4000: District Employment

1. 4400 Professional Staff

1. 4403 Performance Evaluation

Performance evaluations are essential to provide quality educational services and to 
measure competency. This Policy does not diminish the Board’s authority or ability to 
non-renew a professional staff member’s contract at the end of the contract’s term, 
consistent with applicable statutes, collective bargaining agreements, Policies, and 
individual employment contracts.

A. Teachers

Teachers will be evaluated pursuant to a performance evaluation system under 
Revised School Code Section 1249 and the Teachers’ Tenure Act. This 
performance evaluation system will include, as appropriate, the following:

1. an annual evaluation process that meets statutory standards;

2. an evaluation tool that incorporates components required by law, including:

a. individual performance as a majority factor, including student growth 
(predominant factor), pedagogical skills (teacher’s knowledge of the subject 
area and ability to impart that knowledge and preparation), classroom 
management, and relationships with students, parents/guardians, and other 
teachers;

b. student growth as required by law;

c. attendance and discipline;

d. significant, relevant accomplishments and contributions; and

e. relevant special training other than required professional development or 
continuing education.

3. an individualized development plan (IDP) for all probationary teachers, for 
teachers rated minimally effective or ineffective, or at the evaluator’s discretion 
where performance deficiencies are noted;

4. classroom observations with appropriate feedback;

5. a mid-year progress report, if required by law;

6. an annual performance evaluation numerical score (“year-end effectiveness 
score”), unless the person qualifies for a biennial evaluation, correlated to 
effectiveness ratings of highly effective, effective, minimally effective, or 
ineffective;
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7. a tool approved by MDE, a modified tool (if posting requirements are met), or 
a local evaluation tool if adopted in compliance with Revised School Code 
Section 1249 and corresponding regulations;

8. website posting of required information for the evaluation tool;

9. training on the evaluation tool for teachers and evaluators as required by law; 
and

10.other components that the Superintendent or designee deems relevant, 
important, or in the District’s best interests.

If a tenured teacher is rated ineffective on 3 consecutive year-end annual 
evaluations, the teacher shall be discharged consistent with due process. The 
District is not precluded from discharging a teacher at other times as provided by 
the Teachers’ Tenure Act.

B. Non-Teaching Professionals Subject to the Teachers’ Tenure Act

The performance evaluation system for a Non-Teaching Professional with a 
teaching certificate who is subject to the Teachers’ Tenure Act must include 
multiple observations. An IDP will be developed during the employee’s 
probationary period. The Superintendent or designee also has discretion to 
implement an IDP if performance deficiencies are noted, regardless of the 
employee’s effectiveness rating.

C. Non-Teaching Professionals Not Subject to the Teachers’ Tenure Act

For Non-Teaching Professionals without a teaching certificate who are not subject 
to the Teachers’ Tenure Act, the Superintendent or designee will evaluate the 
employee’s performance at intervals determined by the Superintendent or 
designee. The Superintendent or designee has discretion to select and use an 
evaluation tool that serves the District’s best interests.

An IDP may be established at the Superintendent’s or designee’s discretion.

If the Non-Teaching Professional’s employment is governed by a collective 
bargaining agreement or individual employment contract, the Superintendent or 
designee will adhere to the applicable language on evaluation.

Legal authority: MCL 38.71 et seq.; MCL 380.11a, 380.601a, 380.1233b, 380.1248, 
380.1249; 380.1249a(2); MCL 423.215

Date adopted: December 13, 2021
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Date revised:
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Series 4000: District Employment

2 4400 Professional Staff

2 4405 Reduction in Force and Recall

A. Teachers

When making program and staffing decisions, the Board will retain the most 
effective teachers who are certified and qualified to instruct courses within the 
applicable curriculum, academic levels, and departments. The Board has the 
exclusive right to determine the size of the teaching staff based on curricular, fiscal, 
and other operating conditions. To the extent that the determinations involve 
Revised School Code Section 1248 requirements, this Policy will guide the 
implementation of that statute.

1. General Provisions

a. The Superintendent will be responsible, acting within the approved budget, 
for establishing the number and nature of teaching assignments to 
implement the approved curriculum. If the Superintendent determines that 
insufficient funds are budgeted for the existing teaching staff or that a 
reduction in teaching staff is necessary due to program or curricular 
considerations, the Superintendent will recommend to the Board the 
teaching positions to be reduced.

b. If after a reduction of teachers, the Superintendent determines that the 
District’s remaining programs and curriculum cannot be delivered through 
the existing teaching staff and that sufficient funds are budgeted to support 
an increase in the number of teachers, the Superintendent may recommend 
to the Board that teachers be added.

c. Decisions about the reduction and recall of teachers will be guided by the 
following criteria:

i. Retaining the most effective teachers who are certified (or otherwise 
approved or authorized) and qualified to instruct the courses within the 
curriculum, academic level(s), and department(s).

A) This Policy does not require the retention or recall of a probationary 
or tenured teacher whose most recent performance evaluation 
contains an overall rating of ineffective or minimally effective in 
preference to any probationary or tenured teacher rated either 
effective or highly effective, as reflected in that teacher’s most recent 
performance evaluation.

B) A probationary teacher rated as effective or highly effective on the 
teacher’s most recent annual year-end performance evaluation is not 
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subject to being displaced by a tenured teacher solely because the 
other teacher is tenured under the Teachers’ Tenure Act.

ii. Teachers must be properly certified, approved, or authorized for all 
aspects of their assignments. The teacher’s certification, authorization, 
or approval status will be:

A) Determined by applicable statutes and regulations, including the 
Revised School Code, Teacher Certification Code, and MDE’s Rules 
for Special Education Programs and Services; and

B) Based on documentation on file with the Superintendent’s office.

1) A teacher must maintain current and valid certification, approval, 
or authorization, as applicable, and will be responsible for filing a 
copy of the teaching certificate, approval, or authorization with the 
Superintendent’s office in compliance with Revised School Code 
Section 1532.

2) If a teacher petitions for nullification of the teaching certificate or 
any endorsement, the teacher must promptly provide written 
notice of that petition to the Superintendent’s office.

iii. In addition, teachers must be fully qualified for all aspects of their 
assignments, as determined by the Board, based upon documentation 
on file with the Superintendent’s office, including:

A) Compliance with applicable state or federal regulatory standards, 
including standards established as a condition to receipt of 
foundation, grant, or categorical funding;

B) Compliance with applicable accreditation requirements;

C) Professional training and academic preparation for an instructional 
assignment that is anticipated to contribute to the teacher’s 
effectiveness in that assignment;

D) Formal or specialized training in the subject area(s) or grade level(s); 
and

E) Prior teaching experience relevant to the instructional assignment 
and anticipated to contribute to the teacher’s effectiveness, 
including:

1) Experience in a relevant building or department or at a relevant 
academic/grade level;

2) Experience teaching relevant instructional subjects;
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3) Recency of relevant and comparable teaching assignments;

4) Previous effectiveness ratings;

5) Disciplinary record, if any; and

6) Attendance; and

7) Other relevant factors as determined by the District.

iv. Teachers must provide the District with current information and 
documentation supporting the teacher’s certification and qualifications.

A) Reduction and recall decisions will be based on the teacher’s 
certification and qualifications in the District’s records at the time of 
the decision.

B) A laid off teacher must maintain current contact information (address, 
phone, and email address) with the Superintendent’s office.

C) Failure to maintain current contact information may negatively impact 
the teacher’s recall.

v. Teacher reductions and recalls are by formal Board action.

vi. Before the Board authorizes a teacher reduction, the Superintendent or 
designee will notify, in writing, the affected teacher of an opportunity to 
respond, either in person or in writing, to the proposed reduction.

vii. The Superintendent or designee will provide written notice of Board 
reduction in force or recall decisions to each affected teacher.

viii. A teacher’s length of service with the District or tenure under the 
Teachers’ Tenure Act will not be the primary or determining factor in 
reduction in force and recall decisions.

d. Teacher reduction in force decisions will be implemented by the following:

i. If 1 or more teaching positions are to be reduced, the Superintendent 
will first identify the academic level(s) or department(s) affected by the 
reduction. Among those teachers who are certified, approved, or 
authorized and qualified to instruct the remaining curriculum within the 
affected academic level(s) or department(s), selection of a teacher(s) for 
reduction in force will be based on the year-end effectiveness score 
identified in Policy 4403.

ii. Teachers within the affected academic level(s) or department(s) who are 
certified and qualified for the remaining positions and who received the 
highest year-end effectiveness score will be retained. Teachers within 
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the affected academic level(s) or department(s) with the lowest year-end 
effectiveness score will be laid off.

iii. When a teaching position is identified for reduction and there exists a 
concurrently vacant teaching position for which the teacher in the 
position to be reduced is both certified and qualified, and the teacher 
has received an overall rating of at least effective on that teacher’s most 
recent year-end performance evaluation, that teacher may be assigned 
to the vacant position unless the Superintendent determines that the 
District’s educational interests would not be furthered by that 
assignment.

iv. If more than 1 teacher whose position has been identified for reduction 
is certified and qualified for a concurrently vacant teaching assignment, 
the teacher with the highest year-end effectiveness score, if at least 
effective, will be given priority for the assignment unless the 
Superintendent determines that the District’s educational interests 
would not be furthered by that assignment.

v. If the reduction or recall decision involves more than 1 teacher and 
multiple teachers have the same year-end effectiveness score used to 
determine each teacher’s effectiveness rating, a tenured teacher has 
priority over a probationary teacher and among tenured teachers. 
Teacher seniority (as established by the most recent seniority list for the 
bargaining unit to which the tenured teachers belong or, if none exists, 
the District’s records) will determine preference for reduction or recall.

2. Teacher Recall Process

a. A teacher is eligible for recall under this Policy for 12 months from the date 
the District implemented the reduction in force.

b. The Superintendent will first identify the academic level(s) or department(s) 
where a teaching vacancy exists.

c. Before or in lieu of initiating the recall of a laid-off teacher, the 
Superintendent may reassign teachers to fill vacancies in accordance with 
Policy 4402.

d. After or in lieu of any reassignment of existing teaching staff, the 
Superintendent may take either of the following actions to fill a vacancy:

i. Recall the laid-off teacher with the highest overall effectiveness score 
on the teacher’s most recent year-end evaluation under the performance 
evaluation system adopted by the Board and who is certified and 
qualified for the vacancy, provided the teacher was rated at least 
effective.
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ii. Post the vacancy and consider all applicants if the Superintendent 
determines that:

A) the District’s educational interests would not be furthered by recalling 
an otherwise eligible laid-off teacher who meets the certification and 
qualification standards for the position and who received the highest 
overall effectiveness score on that teacher’s most recent year-end 
evaluation; or

B) no teacher on layoff meets the certification and qualification 
requirements for the position as otherwise stated herein.

e. The Superintendent or designee will provide written notice of the Board’s 
recall decision to any recalled teachers and will establish the time within 
which a teacher must accept recall to preserve the teacher’s employment 
rights.

f. A laid-off teacher who is offered an interview for a vacancy and who fails to 
appear at that interview forfeits all rights to recall and continued 
employment.

g. A laid-off teacher who is recalled and fails to accept recall by the time 
designated in the recall notice, or who does not report for work by the 
deadline specified in the recall notice after filing a written acceptance of 
recall with the Superintendent, will forfeit all rights to recall and continued 
employment unless the Superintendent, in the Superintendent’s sole 
discretion, has extended the time limit in writing.

B. Reduction in Force and Recall of Non-Teaching Professionals

For Non-Teaching Professionals governed by a collective bargaining agreement, 
the Superintendent will implement the collective bargaining agreement’s standards 
and procedures that pertain to reduction in force or recall when recommending a 
reduction in force or recall to the Board.

If no collective bargaining agreement exists, or if an existing agreement does not 
address reduction in force or recall of Non-Teaching Professionals, the 
Superintendent will recommend a reduction in force or recall among Non-Teaching 
Professionals using the same standards and procedures as set forth in this Policy 
for teachers.

C. Unemployment Compensation

A teacher or Non-Teaching Professional who is laid off and who is paid 
unemployment compensation chargeable to the District during the summer 
immediately following a reduction in force and who is recalled on or before the 
beginning of the next school year will be paid according to an annual adjusted 
salary rate such that the employee’s unemployment compensation received plus 
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the adjusted annual salary rate will be equal to the annual rate of salary the 
employee would have earned for the school year had the employee not been laid 
off.

Legal authority: MCL 38.71 et seq.; MCL 380.11a, 380.601a, 380.1248, 380.1249, 
380.1532; MCL 423.215

Date adopted: December 13, 2021

Date revised:
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Series 4000: District Employment

1. 4400 Professional Staff

1. 4406 Professional Improvement Sabbaticals

The Board may, in its sole discretion and consistent with Revised School Code Section 
1235 and any applicable collective bargaining agreement,, approve a Professional Staff 
member’s paid or unpaid leave of absence for the purposes of pursuing professional 
improvement (i.e., a sabbatical) or any other similar circumstance. A Professional Staff 
member seeking a leave of absence must apply in writing to the Superintendent or 
designee for presentation to the Board at least 60 days in advance. The leave of absence 
will be consistent with any applicable collective bargaining agreement or individual 
employment contract. If necessary, the Board will negotiate a letter of agreement with the 
appropriate bargaining unit to approve a Professional Staff Member’s paid or unpaid leave 
of absence for the purposes of pursuing professional improvement or any other similar 
circumstance.

Legal authority: MCL 380.1235

Date adopted: December 13, 2021

Date revised:
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1. 4400 Professional Staff

1. 4407 Discipline

Maintaining appropriate procedures and standards for addressing misconduct and other 
inappropriate behavior by Professional Staff is a critical component in furthering an 
effective educational environment and in providing quality educational services to 
students. Off-duty conduct may result in discipline if it adversely impacts the District and 
is not a legally protected activity. Information about substantiated unprofessional conduct 
will not be suppressed or removed from a personnel file consistent with Revised School 
Code Section 1230b.

Tenured teacher discipline or demotion will occur only for a reason(s) that is not arbitrary 
or capricious. Likewise, the disciplining of other professionals will be governed by the 
arbitrary or capricious standard unless expressly stated otherwise in a collective 
bargaining agreement, employee handbook, or individual employment contract. Under 
the arbitrary or capricious standard, a disciplinary decision must be supported by a 
preponderance of the evidence and the discipline must have a rational relationship to the 
established misconduct or inappropriate behavior.

Before imposing discipline, the Superintendent or designee will investigate whether a 
Professional Staff member engaged in conduct that may justify discipline. The 
investigation should include discussions with witnesses determined by the 
Superintendent or designee to have relevant information and a review of tangible 
evidence (e.g., documents, video, electronic communications). The Professional Staff 
member will be provided an opportunity to respond to the allegation(s).

If a Non-Teaching Professional is governed by a collective bargaining agreement or 
individual employment contract, the Superintendent or designee will adhere to the 
disciplinary standards and procedures in that agreement. If the collective bargaining 
agreement or individual employment contract does not have an applicable provision, then 
the standards and procedures outlined below will apply.

The following procedures may be used for investigating allegations of Professional Staff 
misconduct or inappropriate conduct:

A. The Superintendent or designee may consult with legal counsel in appropriate 
cases and may request that legal counsel assist with an investigation.

B. The Superintendent or designee will give the Professional Staff member verbal or 
written notice of the allegation(s).

C. If the complaint alleges suspected child abuse or neglect, the matter must be 
immediately reported to Children’s Protective Services.
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D. The Superintendent or designee will give verbal or written notice of the time, date, 
and location of a meeting to provide the Professional Staff member with an 
opportunity to respond to the allegation(s) and substantiating factor(s).

E. An employee who issubject to an investigatory interview that may result in 
discipline of who reasonably believes an investigatory interview may result in 
discipline may bring a representative consistent with Policy 4108.

F. The Superintendent or designee is authorized to place a Professional Staff 
member on paid non-disciplinary administrative leave pending the completion of 
an investigation when, in the judgment of the Superintendent or designee, placing 
the Professional Staff member on leave will protect the investigatory process or 
work environment.

G. If an investigation concludes that a preponderance of the evidence (i.e., more likely 
than not) establishes that the Professional Staff member engaged in conduct 
warranting discipline, the appropriate level of discipline will be guided by the 
following:

1. the seriousness of the offense;

2. the Professional Staff member’s prior disciplinary and employment record;

3. whether other Professional Staff members have engaged in similar or like past 
conduct known to the District’s administration and the discipline imposed for 
those infractions;

4. the existence of aggravating or mitigating factors, as determined by the 
Superintendent or designee;

5. applicable federal or state law;

6. the Professional Staff member’s acceptance of responsibility;

7. the likelihood of recurrence; and

8. any other factors the Superintendent or designee determine are relevant.

H. Disciplinary measures may include verbal warning (memorialized in writing), 
written reprimand, unpaid suspension, financial penalty, or discharge. Nothing in 
this Policy requires that the above disciplinary measures be applied progressively 
or sequentially. The District reserves the right to apply a disciplinary measure it 
determines to be appropriate to a specific set of circumstances. The District may 
consider additional preventative measures to address the misconduct, including 
training, coaching, and other remedial measures.

I. Discipline will be confirmed in writing to the Professional Staff member and placed 
in that person’s personnel file. The discipline imposed may also be reflected in the 
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person’s year-end performance evaluation where it pertains to areas measured in 
the evaluation.

J. The Superintendent or designee is authorized to impose discipline with the 
exception of:

1. the discharge of a Professional Staff member; and

2. the demotion of a tenured teacher, as defined in the Teachers’ Tenure Act.

The Board’s action may be based upon the Superintendent’s or designee’s written 
recommendation and applicable procedures set forth in the Teachers’ Tenure Act.

K. A tenured teacher’s salary may be escrowed after tenure charges are approved by 
the Board pursuant to Policy 4208.

Legal authority: MCL 38.71 et seq.; MCL 380.11a, 380.601a; MCL 423.215; NLRB v J 
Weingarten, Inc, 420 US 251 (1975)

Date adopted: December 13, 2021

Dated revised:
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Series 4000: District Employment

1. 4500 Administrators/Supervisors

1. 4503 Performance Evaluation

Performance evaluations of Administrators are an essential element of providing quality 
educational services and measuring an employee’s competency. This Policy does not 
alter the Board’s authority or ability to terminate an Administrator’s employment during 
the term of an individual employment contract or to non-renew an Administrator’s contract 
at the end of the contract’s term.

A. Building Level and Central Office Instructional Administrators

The Superintendent or designee will ensure that building level and central office 
Administrators who are regularly involved in instructional matters are evaluated 
consistent with a performance evaluation system under Revised School Code 
Sections 1249 and 1249b. This performance evaluation system will include, if 
appropriate, the following:

1. a year-end annual evaluation by the Superintendent or designee, unless the 
Administrator qualifies for a biennial evaluation. This does not preclude more 
frequent Administrator evaluations as determined necessary by the 
Superintendent or designee;

2. an individualized improvement plan if the Administrator is rated minimally 
effective or ineffective or where performance deficiencies are noted;

3. student growth and other assessment required or authorized by law;

4. an overall effectiveness rating of highly effective, effective, minimally effective, 
or ineffective;

5. dismissal of an Administrator rated ineffective on 3 consecutive year-end 
evaluations;

6. an evaluation tool approved by the MDE, a modified tool (if posting 
requirements are met), or a local evaluation tool adopted in compliance with 
Revised School Code Sections 1249 and 1249b;

7. website posting of required information pertaining to the evaluation tool;

8. appropriate training for evaluators; and

9. other components that the Superintendent or designee deems relevant, 
important, or in the District’s best interest.

B. Non-Instructional Administrators, Supervisors, and Directors

The Superintendent or designee may evaluate Non-Instructional Administrators, 
Supervisors, and Directors based on the appropriate evaluation instrument as 
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determined by the Board and consistent with any applicable collective bargaining 
agreement or individual employment contract. An individual improvement plan may 
be implemented to remediate and enhance employee performance.

Legal authority: MCL 380.11a, 380.601a, 380.1249, 380.1249b

Date adopted: December 13, 2021

Date revised:
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Series 4000: District Employment

1. 4500 Administrators/Supervisors

1. 4504 Performance Based Compensation

The Superintendent or designee will implement a performance based compensation 
system for building level and central office Administrators regularly involved in 
instructional matters pursuant to Revised School Code Section 1250 and State School 
Aid Act Section 164h. The system must include job performance and accomplishments 
as a significant factor in determining compensation and additional compensation and be 
based, at least in part, on student growth data as measured by assessments and other 
objective criteria for effective and highly effective professionals.

The Superintendent may recommend merit pay to the Board for non-instructional 
Administrators, Supervisors, and Directors.

Collective bargaining agreements and individual employment contracts covering 
administrative personnel regularly involved in instructional matters must include a method 
of compensation that complies with this Policy.

Legal authority: MCL 380.1249, 380.1249b, 380.1250; MCL 388.1764h

Date adopted: December 13, 2021

Date revised:
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Series 4000: District Employment

1. 4500 Administrators/Supervisors

1. 4506 Discipline

The Superintendent or designee may discipline Administrators, Supervisors, or Directors 
for misconduct, violations of contract, Policy, or law, or other inappropriate behavior. Off-
duty conduct may result in discipline if it adversely impacts the District and is not otherwise 
a legally protected activity. This Policy does not cover termination of an Administrator, 
Supervisor, or Director, which is addressed in Policy 4507.

Before discipline is imposed, the Administrator, Supervisor, or Director will be provided 
an opportunity to respond to the allegation(s).

An Administrator, Supervisor, or Director governed by a collective bargaining agreement 
or individual employment contract may be disciplined consistent with applicable 
procedures and standards in that agreement. An employee who is subject to an 
investigatory interview that may result in discipline or who  reasonably believes an 
investigatory interview may result in discipline may bring a representative consistent with 
Policy 4108.

If the Superintendent or designee concludes, by a preponderance of the evidence, that 
the conduct in question has been substantiated and that discipline is warranted, the 
Superintendent or designee may discipline the employee so long as the basis for the 
discipline follows the standard(s) identified in the employee’s applicable collective 
bargaining agreement or individual employment contract. If the employee is not subject 
to a collective bargaining agreement or individual employment contract, the 
Superintendent or designee may implement discipline for any lawful reason. The 
disciplinary action may be considered in the employee’s performance evaluation. Written 
discipline will be placed in the employee’s personnel file.

A suspension without pay may be imposed as a disciplinary consequence, consistent with 
the Fair Labor Standards Act, for infractions of safety rules of major significance or 
infractions of workplace conduct rules, such as rules prohibiting unlawful harassment, 
workplace violence, drug or alcohol use, or for infractions of state or federal laws. 
Disciplinary deductions may only be made in full-day increments and must be imposed 
pursuant to a written Policy applicable to all employees.

Evidence of substantiated unprofessional conduct cannot be suppressed or removed 
from a personnel file consistent with Revised School Code Section 1230b.

The Teachers’ Tenure Act shall apply if an Administrator’s tenure rights are implicated by 
the disciplinary action.

Discipline that results in 5 days or more of lost compensation may be reviewed by the 
Board. 
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Legal authority: 29 CFR 541.602(b)(5); MCL 380.11a, 380.601a, 380.653, 380.1230b, 
380.1249, 380.1249b; MCL 423.209

Date adopted: December 13, 2021

Date revised:
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Series 4000: District Employment

4600 The Superintendent

4601 General

A. Employment

Except in limited circumstances as otherwise allowed by law, the Board will employ 
a Superintendent as the District’s chief administrative officer who will report to the 
Board. The Superintendent’s individual employment contract will not exceed 5 
years. The Superintendent will maintain appropriate certification, as well as comply 
with continuing education requirements, as a condition of continued employment. 
The Superintendent must immediately notify the Board if his or her certification 
expires or is nullified or revoked.

B. Duties and Responsibilities

The Superintendent will regularly advise the Board on significant legal, 
educational, financial, and other school-related developments affecting the District 
and the Board and will demonstrate exemplary leadership and knowledge of 
contemporary educational philosophy and effective practices.

The Superintendent will ensure compliance with requirements imposed by federal 
and state law, Policy, and governmental authorities with jurisdiction over Michigan 
schools. The Board delegates to the Superintendent the general power and 
authority to do the following, within Board-approved Policy and budgetary 
parameters:

1. direct curriculum and take actions to maximize student safety, welfare, and 
educational opportunities;

2. ensure compliance with student disciplinary standards and procedures;

3. accept all employee resignations on the Board’s behalf;

4. make other employment decisions consistent with these Policies, specifically 
including the right to hire, recall, transfer, assign, direct, discipline, and 
recommend or impose termination, as applicable;

5. develop and implement recruitment, application, and selection procedures to 
fill vacancies for Non-Exempt Staff, Teaching Professionals, Non-Teaching 
Professionals, Administrators, Supervisors, and Directors and to make hiring 
recommendations to the Board for approval, if applicable;

6. manage District grounds, buildings, property, and equipment and make 
determinations about their use, maintenance, improvements, purchases, and 
repairs in accordance with law;
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7. temporarily close one or more of the District’s schools or programs or alter the 
school day when the Superintendent determines that the action is necessary 
for the health and safety of students and staff;

8. maintain adequate supplies and materials for students and staff;

9. consult with outside advisors, attorneys, auditors, and others in the best 
interests of the District;

10.negotiate collective bargaining agreements and other contracts, subject to 
Board review and ratification;

11.serve as the Board’s spokesperson and community liaison;

12.develop, recommend, and implement cooperative programs and services with 
other public and private entities that will promote attainment of District goals 
and objectives;

13. implement Board policies and supervise the District’s day-to-day operations;

14. take action in circumstances not authorized by Board action or Policy when 
required to effectively run the District’s day-to-day operations, to respond to a 
lawful order, or to implement rules to protect health and safety.. The 
Superintendent should (1) inform the Board of the action taken and the need 
for expedited action; and (2) report the action to the Board during the first 
meeting following proceeding the action; and 

14.15. draft administrative guidelines and forms which are consistent with these 
Policies or the law to effectively run the District’s operations; and

15.16. take action as permitted or required by law or as authorized by Board action 
or Policy.

C. Fiscal Management

The Superintendent, in consultation with other District personnel, will prepare and 
present to the Board a proposed annual District budget for the upcoming fiscal 
year. Budget adoption and amendments will be subject to Board approval. The 
Superintendent will furnish the Board with all information requested by the Board 
for proper consideration of the proposed budget. After the proposed budget is 
adopted by the Board at a public hearing held in compliance with the Budget 
Hearings of Local Government Act, the Superintendent, in consultation with the 
individual acting in the capacity of the District’s business official, will oversee and 
control budget expenditures to ensure compliance with the budget adopted by the 
Board.

Legal authority: MCL 141.411 et seq.; MCL 380.11a, 380.601a, 380.653, 380.654, 
380.1229(1), 380.1229(4), 380.1246, 380.1536
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Date adopted: December 13, 2021

Date revised:
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Series 4000: District Employment

1. 4600 The Superintendent

1. 4602 Hiring

The Board will determine and select the best candidate to serve as the Superintendent, 
based on qualifications, experience, and demonstrated capabilities. The Board may enlist 
professional consultants, employees, community members, or others to assist with the 
recruitment and selection process.

Qualified candidates will possess and maintain certifications, permits, and approvals 
required by federal and state law for the office of Superintendent. The hiring process will 
comply with the Michigan Open Meetings Act.

Before hiring the selected candidate, an offer of employment will be conditioned on 
successful completion of a background check as described in Policy 4205.

The Board should consult with legal counsel when drafting the Superintendent’s 
employment contract.

The Superintendent’s employment contract shall not exceed five years in duration. If a 
Superintendent vacates the position before a new Superintendent is selected, the Board 
shall appoint an interim Superintendent to oversee operations until a new Superintendent 
is selcted. Hiring decisions shall be based on qualifications, skills, knowledge, abilities, 
education, certifications/licenses, experience, demeanor, and other criteria the Board 
may deem relevant.

Legal authority: MCL 15.261 et seq.; MCL 380.1229(1), 380.1536

Date adopted: December 13, 2021

Date revised:
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Series 5000: Students, Curriculum, and Academic Matters

1. 5100 Student Rights

5101 Student Expression

The District will balance student speech and expression rights with its responsibility to 
provide a safe, orderly learning environment.

Students may not engage in speech or expressive conduct that would materially and 
substantially interfere with or disrupt school operations, including school activities and 
educational programming. An actual disruption is not required before school officials may 
regulate student speech or impose discipline if they can reasonably forecast a substantial 
and material disruption or interference with school operations.

Students may be disciplined for speech or expressive conduct that: is materially and 
substantially disruptive or that school officials can reasonably forecast will create a 
substantial disruption; is obscene, sexually explicit, indecent, or lewd; promotes the use 
of or advertises illegal substances; incites violence; contains “fighting words” or 
constitutes a true threat of violence; urges a violation of law, Board Policy, or rule; or is 
not constitutionally protected. Administrators will evaluate student speech on a case-by-
case basis, including the location, context, and nexus to the school, before imposing 
discipline.

Student activism is subject to the above standards.

As used in this Policy, “fighting words” are words that tend to provoke a violent response 
amounting to a breach of the peace.

Legal authority: U.S. CONST. amend. I; Const 1963, art I, § 5; Tinker v Des Moines Indep 
Community Sch Dist, 393 US 503 (1969)

Date adopted: December 13, 2021

Date revised:
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Series 5000: Students, Curriculum, and Academic Matters

1. 5300 Student Enrollment, Attendance, and Records

1. 5305 Schools-of-Choice

The Board will annually determine whether the District will accept schools-of-choice 
students who reside in the same ISD in which the District is located, who reside within an 
ISD contiguous to the ISD in which the District is located, or both. If the Board determines 
that schools-of-choice students will be accepted for enrollment, the Board will establish 
the grades, schools, and programs in which they may enroll and the number of schools-
of-choice students the District will accept for each open grade, school, or program.

If the Board determines that the District will accept schools-of-choice students, the 
Superintendent or designee will ensure that applicable provisions of state law are 
followed, including, without limitation:

A. publishing the grades, schools, and programs for which the District will accept 
schools-of-choice applicants;

B. establishing an application period of at least 15 and no more than 30 calendar days 
if the Board has limited the number of schools-of-choice students who may enroll 
in a grade, school, or program;

C. selecting students who may enroll in the following manner:

1. the Superintendent or designee must give preference to an applicant who 
resides in the same household as a student already enrolled in the District;

2. the Superintendent or designee may refuse to enroll a student who has been 
suspended from another school in the preceding 2 years or who has ever been 
expelled from another school or convicted of a felony;

3. the Superintendent or designee will require that schools-of-choice students 
meet the same criteria that a resident student must meet to enroll in a grade or 
specialized/magnet school or program;

4. if, after applying the enrollment preferences and exclusions described in this 
Policy, there are more applicants than spots available in a particular grade, 
school, or program, the Superintendent or designee will select students based 
on a random draw lottery;

5. except as otherwise stated in this Policy, the Superintendent or designee may 
not make enrollment decisions based on any other factors;.

D. following all notice and timeline requirements;

E. allowing a student who has enrolled as a schools-of-choice student to continue to 
enroll in the District until the student graduates, enrolls in another school, drops 
out of school, or is expelled from school;
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F. requesting records from a student’s previous district.

Before enrolling a student who resides outside of the ISD in which the District is located 
and who has been identified as a child with a disability under the Individuals with 
Disabilities Education Act, the Superintendent or designee will attempt to enter into a cost-
sharing agreement with the student’s resident district. If the District and the student’s 
resident district fail to reach a cost-sharing agreement, the student will not be enrolled in 
the District.

If the District receives a request from another district for records about a resident student’s 
schools-of-choice application, the Superintendent or designee will promptly respond to 
the request.

The Superintendent or designee may pursue all available legal options, including referral 
to law enforcement, against any person who provides false or misleading information on 
a schools-of-choice application.

Students not eligible to enroll pursuant to this Policy may only enroll consistent with Policy 
5303.

Legal authority: MCL 388.1705, 388.1705c

Date adopted: December 13, 2021

Date revised:
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Series 5000: Students, Curriculum, and Academic Matters

1. 5500 School Sponsored and Extracurricular Activities

1. 5506 Field Trips

Field trips should generally be conducted during the school day.

A. General Conditions

All field trips must be pre-approved by the building principal or designee. Out-of-
state and overnight trips require pre-approval from the Board or its designee. Field 
trips should be primarily academic in nature and related to the curriculum. The 
Superintendent or building principal(s) will develop procedures for approval of trips 
and communicate those procedures to instructional staff.

B. Parent/guardian Permission

Each student must submit a completed permission form signed by the student’s 
parent/guardian before being allowed to attend a field trip.

C. Supervision

Teachers must ensure that students are adequately supervised and chaperoned 
by a responsible adult at all times during field trips. All chaperones must be at least 
age 21. A chaperone who drives students must possess a valid driver’s license. A 
chaperone who drives students in a private vehicle must possess adequate 
insurance coverage. A chaperone is prohibited from drinking alcoholic beverages 
or using non-prescribed controlled substances at any time during the field trip. A 
chaperone must adhere to all District and building volunteer requirements, 
including Policy 3105.

The District may deny or terminate a chaperone assignment for any lawful reason 
that is not unlawful.

The District will not prohibit an eligible student from participating in a field trip solely 
because the student’s parent/guardian does not chaperone.

D. Student Conduct

A student’s failure to comply with Board Policy, the student code of conduct, and 
any other applicable rules or behavioral expectations while on a field trip may result 
in disciplinary action and removal or exclusion from the trip.

Date adopted: December 13, 2021

Date revised:
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Series 5000: Students, Curriculum, and Academic Matters

1. 5700 Student Health and Safety

1. 5710 Student Suicide Prevention

The District recognizes that suicide is a leading cause of death amongst youth. 
Employees, volunteers, and contractors must immediately notify the building principal or 
designee if a student is exhibiting signs of unusual depression, expressing suicidal 
thoughts, or threatening or attempting suicide or self-harm. Students are encouraged to 
notify any District employee if they are experiencing suicidal thoughts or if they have 
knowledge of another student’s suicidal thoughts.

The District will convene a crisis response team to investigate and develop an intervention 
plan for the student, if necessary.

A member of the crisis response team will immediately notify the student’s 
parent/guardian if the student threatens or attempts suicide.

District personnel who suspect that a student may have a disability under Section 504 of 
the Rehabilitation Act or the Individuals with Disabilities Education Act must immediately 
refer the student for an evaluation.

Beginning with the 2021-22 school year, tThe District will print the number of a national, 
state, or local suicide prevention hotline that can be accessed at any time on student 
identification cards for students in grades 6-12.

The District will post on its website homepage and in a conspicuous location in the school 
counselor’s office MDHHS model information materials about suicide prevention services, 
suicide, depression, and anxiety.

The District will provide age-appropriate instruction and professional development about 
suicide prevention, consistent with Policy 2203 and state law. Age-appropriate instruction 
may include, but is not limited to: promoting healthy mental, emotional, and social growth 
of student; suicide risk factors and warning signs; ways to help suicidal youth; and 
reducing mental health stigma.

Legal authority: MCL 380.1171, 380.1893

Date adopted: December 13, 2021

Date revised: March 14, 2022

Commented [1]: Additional language in adopted 
policy. Keep or remove?
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Series 5000: Students, Curriculum, and Academic Matters

1. 5700 Student Health and Safety

1. 5711 Toilet Training

Except when toilet-training is part of the instructional program, students are expected to 
be fully toilet trained before the first day of school, unless otherwise specifically addressed 
in the student’s IEP or Section 504 Plan.

The student’s parent/guardian is responsible for ensuring that the student is toilet trained. 
The parent/guardian is also responsible for providing clean clothes for a student who may 
have toileting accidents.

No student will be punished, abused, or humiliated for soiling or wetting clothing or not 
using the toilet.

If a student has an occasional toileting accident, staff members will contact the student’s 
parent/guardian. A staff member may help the student clean up and change into clean 
clothes (provided by the student’s parent/guardian) if necessary, consistent with the 
requirements of Policy 3405. Any soiled clothes will be placed into a plastic bag for the 
student to take home. The student’s parent/guardian is responsible for re-training a 
student after a toileting accident.

If a student experiences repeated toileting accidents, staff will notify the building principal 
or designee and verbal and written notice will be provided to the student’s 
parent/guardian. Repeated accidents are accidents occurring daily, more than once 
weekly, weekly for multiple months, or another documented pattern. A parent/guardian 
may be called to come to school to assist if a student is having repeated accidents.

The building principal or designee also should consider whether the repeated toileting 
accidents are related to a disability.

Except when toilet-training is part of the instructional program, staff will not assist a 
student with toileting unless directed to do so by the student’s IEP or Section 504 Plan.

Date adopted: December 13, 2021

Date revised:
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Agenda: ELPS BOE Policy Committee 

October 19, 2022 

  

1. Roll call - Kath Edsall, Terah Chambers, Monica Fink, Dori Leyko, Klaudia Burton 

2. Approval of the Minutes from 9/14/22 meeting 

 Moved by Terah, seconded by Monica, approved 

3.  Approval of the Agenda 

 Moved by Terah, seconded by Monica, approved 

4. Equity Policy - Klaudia, Terah 

 Review of draft policy and feedback by committee members 

 Next steps - review by District admin., then to all Board members 

5. Library material policy? 

 Covered in new policy 5407 (w reference to 2203) 

6. Other 

7. Adjourn - 5:08 p.m. 
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ELPS Policy Committee 

November 16, 2022 

Agenda 

 

1. Roll Call  

2. Approval of the Agenda 

3.  Approval of the minutes from the October 19, meeting 

4. Thrun Policy updates 

5. Transgender Policy 

6. Other 

7. Adjourn 
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ELPS Policy Committee 

November 15, 2022 

Minutes 

 

1. Roll Call : Present Monica Fink, Kath Edsall 

     Absent Terah Chambers, Dori Leyko 

2. Approval of the Agenda: Moved by Trustee Fink, seconded by Trustee Edsall, all in favor. 

 

3.  Approval of the minutes from the Nov 16, meeting: Moved by Trustee Fink, seconded by 

Trustee Edsall, all in favor. 

4. Thrun Policy updates: Approved all updates to move to the full board except: Policies 3301,  

4201, 4217, 4220, 5101. Noted where our unique language must be maintained.  

5. Transgender Policy: Tabled 

6. Other 

7. Adjourn: 5:24 
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Nurturing each child  Educating all students  Building world citizens 

 
FINANCE COMMITTEE 

509 Burcham Drive, East Lansing, MI 48823 
    

Members: Kath Edsall (chair), Kate Powers, and Chris Martin  

 
Minutes – September 29, 2022 

 
1. Opening of Meeting 

a. Finance Committee member, Kath Edsall called the meeting to order at 3:03 p.m. 
b. Roll Call  

1. Members Present:  Kath Edsall, Kate Powers and Chris Martin  
2. Excused Absences:  None 
3. Nonmembers present:  Dori Leyko (Superintendent), Rich Pugh (Director of Finance & 

Operations), Scott Baker-Young (Supervisor of Accounting) and Dave Nielsen (Maner 
Costerisan)  

c. Approval of Agenda 

 Moved by Kate Powers and supported by Chris Martin that the agenda for the Finance 
Committee meeting of September 29, 2022 be approved as presented.  The motion 
carried 3-0.  

d. Approval of Minutes 

 Moved by Kate Powers and supported by Chris Martin that the minutes of the May 20, 
2022 Finance Committee meeting be approved as presented.  The motion carried 3-0.   

 
2. Public Comment  

a. None.        
 
3. Discussion 

a. Dave Nielsen, Maner Costerisan, reviewed the June 30, 2022 audited financial statements.       
b. Reviewed the draft 2022-23 Finance Committee meeting dates. 
c. Reviewed PA 152 of 2011 (hard cap vs 80/20) and the District’s health care renewal rates 

effective January 1, 2023.   
d. Reviewed a cell tower proposal from TowerCo. 
e. Custodial update related to decision to bring back in-house. 
f. Reviewed elementary playground equipment concerns. 
g. Staff bonus being considered.        

     
4. Adjournment 

a. Kath Edsall declared the meeting adjourned at 4:00 p.m. 
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Nurturing each child • Educating all students • Building world citizens 

 
FINANCE COMMITTEE 

509 Burcham Drive, East Lansing, MI 48823 
    

Members: Kath Edsall (chair), Kate Powers, and Chris Martin 

 
Agenda 

November 17, 2022 – 3:00 p.m.  
ELHS Board Room 

 
1. Opening of Meeting 

a. Call to Order 
b. Roll Call  
c. Approval of Agenda 
d. Approval of Minutes: September 29, 2022 

 
2. Public Comment 

 
3. Items of Discussion 

a. October 5, 2022 unaudited enrollment count 
b. 2022-23 1st semester class size overage stipends 
c. Director of Operations and Maintenance 
d. Personnel Administrative Assistant 
e. GF interest earnings 
f. October 2022 State Aid prior year adjustments 
g. Other items? 

 
4. Adjournment 
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Sex Education Advisory Board Meeting 
Board Meeting Room – East Lansing High School  
October 20th, 2022, 6:30 PM 
 

1) Call to Order. The meeting was called to order by Melissa Fore at 6:36 PM 

2) Membership Roll Call via Introductions Around the Table: Members present: Melissa Fore, Diane 

Tuinstra, Glenn Mitcham, Danny Hearit, Liz Miller, Heather Marlow, Trisha Kosloski, Aiyana Rosinski, 

Bridget Burns-King, Jonathan Gold. 

3) Approval of Previous Meeting’s Minutes 

A motion to approve the September 2022 Meeting Minutes without any changes was made by Trisha 

Kosloski and seconded by Bridget Burns-King. Motion passed unanimously. 

4) Approval/Additions to the Agenda 

A motion to approve the agenda without any changes was made by Liz Miller and seconded by 

Trisha Kosloski. Motion passed unanimously. 

5) Public Comment: 

a. None. 

6) Presentations/Committee Reports 

a. Sex Ed Director Report 

i. Programs options that Melissia has spoken about (toxic masculinity). Interested in 

any SEAB recommendation. Heather has more information about potential material. 

7) Unfinished Business 

a. Update from Melissa Fore on her list of video reviews from last year. 

 

8) New Business 

a. MiPHY Data Subcommittee. 

i. Trisha and Heather will partner on cataloguing data. 

b. Discussion of 5th and 6th Grade. 

i. Current video: 

1. Mixed opinions, not the best but may at many members liked this one better 

than most of the new ones.  

ii. Puberty and you: 

1. Puberty ted talk. 

2. Super inclusive right from the beginning. 

3. Not sure if the lecture style would grab attention, but accurate and 

informational. 

iii. Puberty high lows and in-between 

1. Not recommended. 

2. No LGBTQ+ representation, no biology discussed. 

iv. Puberty the great adventure for guys and girls: 

1. Mixed opinions.  

2. Opinionated but engaging, faster pace, made in 2018. 

v. We are growing up: 

1. Awful. Not recommended. 
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vi.  Puberty: a boy’s and girl’s journey: 

1. Not recommended. 

2. Two separate videos, not inclusive, only binary. 

 

Motion to recommend to replace the current video “You, Your Body and Puberty“ with 

“Puberty and You” for 5th and 6th grade was mad by Danny Hearit and seconded by Diane 

Tuinstra. Motion passed with all voting to agree but one abstention. 

 

c. Birth Control 

i. Bridget Burns-King volunteered to bring in a bunch of resources for her work, and 

Sara Smith will get in touch with what they are doing currently. 

11)  Announcements 

a. Next meeting November 20, 2022 

12)  Adjournment 

 Motion to adjourn was made by Diane Tuinstra and seconded by Liz Miller. Meeting adjourned at 

7:41 PM. 
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Sex Education Advisory Board Meeting 
Board Meeting Room – East Lansing High School 
November 17, 2022 
 
 

1) Call to Order: Melissa Fore 

2) Membership Roll Call  

3) Approval of Previous Meeting’s Minutes 

4) Approval/Additions to the Agenda 

5) Public Comment 

6) Students for Gender Equality Guests 

7) Presentations/Committee Reports 

 a. Sex Ed Director Report 

8)   Unfinished Business 

a. MiPHY Data 

b. Birth Control 

9)   New Business  

a. 4th Grade videos will be reviewed for the January meeting  

11)  Announcements 

 a. Next Meeting January 19, 2023 

12)  Adjournment 
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